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Important  Information 

After  you  have  opened  an  Initial  Claim. .  . 

. .  .What  to  do  next 

>  Immediately  call  the  Interactive  Voice  Response 
System  (IVR)  1-800-207-0667  (444-9800  in  the 
Helena  Calling  Area)  to  establish  your  Personal 
Identification  Number  (PIN) — Seepage  13. 

>  Immediately  sign,  date  and  mail  back  the  Work 
Search  Classification  and  Claim  Information 
(UI221 )  form.  Also,  return  any  other  forms  you 
may  have  been  instructed  to  send  back.  A 
pre-addressed  envelope  will  be  provided. 

>  If  you  have  been  instructed  to  register  for  work 
with  your  local  Job  Service,  you  must  do  so  by  the 
date  on  the  Work  Search  Classification  and  Claim 
Information  (UI221)  form  being  mailed  to  you.  See 
page  11. 

>  File  your  first  biweekly  claim  (by  calling  the  IVR) 
on  the  date  you  have  been  instructed  by  your 
Customer  Service  Representative  (CSR).  See  pages 
13-21. 

>  READ  THIS  BOOK!  If  you  have  any  questions, 
please  call  the  Telephone  Center  for  your  area  (see 
inside  cover). 

If  you  have  not  called  the  Montana  Telephone  Center 
for  your  area  to  open  an  unemployment  insurance 
claim;  you  need  to  do  this  first  (see  inside  cover). 

If  you  need  to  REOPEN  an  unemployment  insurance 
claim,  see  page  24.  Remember:  the  week  you  call  to 
reopen  your  claim  is  the  week  your  claim  will  start 
again. 


DEC  1  7  2002 

MONTANA  STATE  LIBRARY 

1515  r.  r-  'n  Avr;. 

The  State  of  Montana  Department  of  Labor  &  industry 
is  a  Proud  Member  of  America's  Workforce  Network 


M0NTAf4A  STATE  LIBRARY 


Revision  1/02 


MONTANA  UNEMPLOYMENT  INSURANCE 
TELEPHONE  CENTERS 


All  Unemployment  Insurance  services  are  now  provided  by  phone.  If  you  wish 
to  open  a  claim  or  need  information  on  unemployment  insurance,  call  the  center 
serving  your  county.  You  must  call  the  correct  center  to  be  served.  See  the 
list  below  for  the  center  in  your  region. 


Helena  Telephone  Center 

PC  BOX  8020 

HELENA  MX  59604-8020 

Phone  #  (406)  444-2545 

Fax  #  (406)  444-2699 

TDD  #  (406)  444-0532 

Website:  http://uid.dli.state.mt.us 


Helena  Telephone  Center  will  serve 
customers  in  the  following  counties: 


406-444-2545 


J 


Beaverhead 

Madison 

Broadwater 

Meagher 

Deer  Lodge 

Mineral 

Flathead 

Missoula 

Gallatin 

Park 

Granite 

Powell 

Jefferson 

Ravalli 

Lake 

Sanders 

Lewis  &  Clark 

Silver  Bow 

Lincoln 

Billings  Telephone  Center 

PO  BOX  8020 
HELENA  MT  59604-8020 
Phone  #(406)  247-1000 
Fax  #  (406)  444-2699 
TDD  #  (406)  444-0532 
Website:  http://uid.dli.state.mt.us 


Note:  If  you  are  calling 
from  outside  Montana  to 
open  an  initial  claim,  or  to 
seek  assistance  with  an 
existing  "interstate"  claim, 
contact  the  Billings 
Telephone  Center. 


Billings  Telephone  Center  will  serve 
customers  in  the  following  counties: 


Big  Horn 

Blaine 

Carbon 

Carter 

Cascade 

Chouteau 

Custer 

Daniels 

Dawson 

Fallon 

Fergus 

Garfield 

Glacier 


406-247-1000 


Golden  Valley 

Roosevelt 

Hill 

Rosebud 

Judith  Basin 

Sheridan 

Liberty 

Stillwater 

McCone 

Sweet  Grass 

Musselshell 

Teton 

Petroleum 

Toole 

Phillips 

Treasure 

Pondera 

Valley 

Powder  River 

Wheatland 

Prairie 

Wibaux 

Richland 

Yellowstone 
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INTRODUCTION 

Welcome  to  the  Unemployment  Insurance  (UI)  Program.  This  handbook  provides 
information  about  your  rights  and  responsibilities  while  filing  a  claim  for  unemployment 
insurance  benefits.  You  are  responsible  for  reading  this  handbook  and  knowing  the 
information  it  contains.  It  has  information  on  how  your  claim  is  processed,  and  what  you 
must  do  to  receive  benefits.  It  may  not  cover  all  situations.  If  you  need  more 
information,  call  the  Montana  Telephone  Center  for  your  area,  between  the  hours  of  8:00 
a.m.  and  4:30  p.m.  (Mountain  Standard  Time)  Monday,  Tuesday,  Thursday,  and  Friday. 
Wednesday  hours  are  10:00  a.m.  to  4:30  p.m.  The  Telephone  Center  is  closed  on  all  state 
and  federal  holidays.  The  telephone  numbers  are  listed  on  the  inside  cover  of  this 
handbook. 

Unemployment  Insurance  is  NOT  welfare.  It  is  NOT  based  on  need.  It  is  an  insurance 
program  like  home  or  car  insurance.  Unemployment  Insurance  benefits  provide 
temporary  income  to  help  workers  who  are  unemployed  because  they  have  been  laid  off 
or  had  their  hours  reduced  due  to  lack  of  work,  discharged  for  reasons  other  than 
misconduct,  or  have  left  work  with  good  cause  attributable  to  their  employment. 

Employers  pay  ALL  costs  of  unemployment  insurance.  As  an  employee  you  do  NOT 
pay  into  the  Unemployment  Insurance  Trust  Fund. 

To  qualify  for  benefits  you  must  be  able  to  work,  available  for  work,  and  looking  for 
full-time  work.  You  must  meet  certain  conditions  set  by  unemployment  insurance  laws. 
This  handbook  briefly  explains  these  conditions. 

In  addition  to  filing  a  claim  for  benefits,  if  instructed  to  do  so,  you  must  register  for 
work  with  the  Job  Service  in  your  area.  You  need  to  stay  in  contact  with  the  Job  Service 
Representatives  to  keep  your  file  active.  Failure  to  make  sure  that  your  file  at  Job 
Service  is  active  could  result  in  a  denial  of  benefits.  Job  Service  staff  can  help  you  look 
for  work  and  provide  information  about  testing,  counseling,  job  training  programs  and 
job  seeking  skills.  Call  your  local  Job  Service  office  to  ask  about  the  different  programs 
that  may  be  available  to  you.  Check  the  State  Government  pages  in  your  local  telephone 
book  for  the  location  of  the  nearest  Job  Service  office. 


THE  AMERICANS  WITH  DISABILITIES  ACT  (ADA)  OF  1991 

The  Americans  with  Disabilities  Act  of  1991  prohibits  discrimination  against  a  qualified 
individual  with  a  disability.  We  will  make  accommodations  to  allow  your  participation  in 
all  programs,  activities  and  services  provided  by  the  Unemployment  Insurance  Program 
at  the  request  of  an  individual  with  a  qualifying  disability.  Call  the  Montana 
Unemployment  Insurance  Telephone  Center  for  your  area  to  make  your  request  known. 
A  TTY  line  is  available  at  (406)  444-0532. 


FREQUENTLY  ASKED  QUESTIONS 

1.  Who  qualifies  for  Unemployment?  See  pages  4-9 

2.  Can  anyone  else  call  about  my  claim  or  file  for  my  benefits? 
See  page  14 

3.  Can  I  go  to  school  and  still  receive  Unemployment? 
Seepages  11,  17,  24-25 

4.  Do  I  have  to  register  with  the  Job  Service  in  order  to  receive 
Unemployment?  See  page  11 

5.  What  is  a  "waiting  week"?  Seepages 

6.  Why  is  my  first  check  for  only  one  week?  See  page  21 

7.  What  if  I  move?  See  page  24 

8.  If  I  can't  get  through  to  the  Telephone  Center  or  the  IVR  system,  what 
do  I  do?  The  volume  of  calls  varies  and  sometimes  telephones  will  be 
busy.  November  through  January  are  the  busiest  months  and  Monday  is 
the  busiest  day.  Keep  trying. 

9.  Can  I  get  benefits  for  last  week?  The  claim  is  effective  on  Sunday  of  the 
week  you  open  or  reopen  the  claim.  If  you  feel  that  the  effective  date 
should  be  different,  discuss  this  with  a  Customer  Service  Rep. 

10.  Where  is  my  check?  Seepages  21-22 

1 1 .  How  long  after  I  open  my  claim  before  I  get  my  first  check? 
Seepage  21 

12.  Can  I  get  more  money  after  my  benefits  run  out?  Seepages  3,  28-29 

13.  What  does  it  mean  to  be  disqualified?  Seepage  9 

14.  How  do  I  report  my  hours  and/or  earnings  when  I  file  for  benefits? 
Seepages  17-20 

15.  Why  did  I  get  selected  for  an  audit?  See  page  26 

16.  Is  there  a  Fraud  Prevention,  Detection,  and  Prosecution  program? 
See  page  26 

17.  What  would  I  do  if  I  go  back  to  work  full  time?  You  would  likely  stop 
filing  the  biweekly  claims.  Seepage  21  for  information  on  "partial 

benefits. 

18.  Ifmy  hours  are  reduced,  ami  eligible  for  unemployment?  See  page  21 

19.  What  is  an  "issue"?  See  page  8 

20.  What  is  a  monetary  determination  and  how  are  benefits  calculated? 
Seepages  5-8 

21.  What  does  "work  search"  mean?  Seepage  12  and  Glossary,  page  38 

22.  If  I  made  a  mistake  when  filing  my  biweekly  claim  on  the  IVR  system, 
what  do  I  do?  Seepage  18 
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OPENING  AN  INITIAL  UNEMPLOYMENT  INSURANCE  CLAIM 

To  open  an  initial  Unemployment  Insurance  claim,  call  the  Montana  Telephone  Center 
for  your  area  (see  inside  front  cover).  You  may  file  an  unemployment  claim  if  you 
become  totally  unemployed  or  your  hours  during  the  week  are  reduced.  If  your  hours  are 
reduced,  you  may  be  entitled  to  "partial"  benefits. 

When  you  call  the  Telephone  Center,  the  process  begins  which  determines  whether  or 
not  you  are  eligible  for  benefits,  how  long  you  can  draw  benefits  and  how  much  you  may 
receive  each  week.  The  Customer  Service  Representative  (CSR)  will  ask  you  questions 
and  enter  your  information  into  the  Unemployment  Insurance  computer  system.  Please 
have  the  following  information  available  when  you  call: 

1)  Your  social  security  number  and,  if  applicable,  your  alien  permit  information. 

2)  Your  mailing  address  and  telephone  number. 

3)  The  complete  addresses,  phone  numbers,  and  dates  of  employment  for  all  the 
employers  you've  worked  for  in  the  last  18  months,  including  the  reason  you 
left  each  job. 

During  the  interview  with  the  CSR,  eligibility  "issues"  (acts  or  circumstances  that  are 
potentially  disqualifying)  may  arise  that  could  affect  whether  you  can  be  paid  benefits 
under  the  law.  The  CSR  will  ask  you  for  detailed  information  regarding  these  issues,  and 
will  enter  that  information  into  the  computer  system. 

We  will  send  you  an  initial  claim  packet  that  contains  forms,  and  other  important  claim 
information,  some  of  which  you  must  complete  and  retum  to  the  Telephone  Center.  It  is 
your  responsibility  to  read,  complete,  sign  and  return  any  forms  sent  to  you  within  the 
designated  time  period.  Depending  on  the  unique  situation  of  each  claim,  you  may 
receive  other  forms  and  requests  for  information.  Remember  to  check  your  mail  fre- 
quently. Complete,  sign,  and  return  additional  forms  sent  to  you  promptly  as  requested. 
All  postage  and  telephone  calls  from  the  claimant  (except  for  the  toll-free  biweekly  claim 
filing  calls)  are  the  responsibility  of  the  claimant.  The  Telephone  Center  will  not  accept 
any  collect  telephone  calls  or  envelopes  with  postage  due.  Make  sure  that  the  address  on 
your  unemployment  claim  is  current.  The  Post  Office  will  not  forward  any  mail  from  the 
Unemployment  Insurance  Division. 


►  Failure  to  provide  correct  information  by  the  date  it  is  due  may  result  in  a  denial 
or  delay  of  benefits,  or  incorrect  payment  amounts. 

►  If  you  receive  benefits  due  to  incorrect  information,  you  will  be  required  to 
repay  those  benefits. 

►  Determinations  (decisions)  on  all  eligibility  issues  must  be  made  to  determine  if 
benefits  can  be  paid  or  not. 

►  You  will  receive  a  written  determination  for  each  issue  telling  you  if  you  are 
eligible  for  benefits. 

►  Continue  to  file  your  biweekly  (every  two  weeks)  claims  for  benefits  while  you 
are  waiting  for  the  determination  (see  page  13). 

►  You  can  only  be  paid  benefits  for  weeks  you  are  determined  eligible  and  for 
which  you  file  timely. 

The  effective  date  of  your  claim  is  the  Sunday  prior  to  the  date  you  called  the  Telephone 
Center  to  open  your  initial  claim.  An  unemployment  claim  is  in  effect  for  one  year  from 
the  effective  date.  If  you  are  eligible  to  receive  benefits,  you  have  one  year  to  use  the 
benefits  available.  You  will  be  sent  a  notice  indicating  your  maximum  benefit  amount 
(MBA).  As  soon  as  that  amount  is  claimed  and  received,  your  benefits  are  "exhausted" 
or  used  up.  You  will  have  to  wait  for  your  claim  to  end  (one  year  fi-om  the  effective 
date)  to  file  another  claim. 
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DETERMINING  ELIGIBILITY  FOR  BENEFITS 

Once  your  initial  claim  has  been  filed,  eligibility  is  determined  in  two  ways: 

1 .  Monetary  Eligibility  is  based  upon  the  amount  of  money  you  earned  during  the 
BASE  PERIOD  of  your  claim;  and 

2.  Non-Monetary  Eligibility  is  based  upon  the  reason  you  left  any  employment  in  the 
last  18  months.  There  may  be  other  potential  eligibility  issues  as  described  in  this 
handbook. 

Monetary  Eligibility  is  described  below.  An  explanation  of  non-monetary  eligibility 
begins  on  page  8. 

MONETARY  ELIGIBILITY 

Base  Period  Wages  -  Monetary  eligibility  is  based  upon  how  much  you  worked  and 
earned  during  the  base  period.  The  base  period  is  the  first  four  of  the  last  five  completed 
calendar  quarters  at  the  time  you  file  your  initial  claim  for  benefits.  The  following 
graphic  shows  the  base  period,  depending  on  when  you  filed  your  claim: 


If  you  filed  your  claim  in: 


BASE  PERIOD  IS  SHADED: 


COMPLETED 
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EITHER:  At  least  1.5  times  the  wages  you  eamed  in  the  highest  quarter  (of 
your  base  period)  and  be  equal  to  or  greater  than  7%  of  the  average  annual 
wage; 
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OR:  Equal  to  or  greater  than  50%  of  the  average  annual  wage.  The  average 
annual  wage  changes  each  July.  For  example,  beginning  in  July  200 1 ,  the 
Montana  average  annual  wage  is  $23,61 1.18. 


You  will  receive  monetary  eligibility  information  on  Form  UI-209,  "Monetary 
Determination." 

Monetary  Determination  (UI-209) 

The  determination  will  tell  you: 

The  base  period  employers  that  have  reported  your  wages  to  us; 
The  wages  reported  by  those  employers  for  each  quarter  in  the  base  period;  and 
Whether  or  not  you  have  earned  enough  wages  to  be  eligible  for  benefits. 
In  which  case: 

•  If  you  are  monetarily  eligible,  it  will  show  your  weekly  benefit  amount  (WBA) 
and  the  potential  maximum  amount  you  may  receive. 

•  If  the  monetary  determination  indicates  your  wages  are  pending,  continue  to  file 
your  biweekly  claims  using  the  automated  telephone  filing  system  (referred  to 
as  IVR  -  see  page  13).  You  will  receive  a  revised  monetary  determination  when 
the  pending  wages  are  added  to  your  claim. 

If  you  are  monetarily  ineligible  after  the  final  determination,  you  may  file  a  new 
claim  again  next  quarter. 

If  you  have  documented  proof  of  additional  earnings  during  the  base  period, 
contact  the  Montana  Telephone  Center  for  your  area. 

Look  for  the  following  information  on  this  form: 

•  Sufficient  Wages  to  Establish  a  Claim  for  Benefits  -  This  tells  you  if  you  are 

monetarily  eligible  using  the  requirements  explained  above.  The  initial  determination 
may  be  revised,  based  upon  receipt  of  additional  information  from  you,  the  employer, 
an  audit  of  employer  records,  another  state,  or  a  federal  or  mihtary  employer. 

•  Claim  Effective  Date  -  This  is  the  start  date  of  the  claim  and  the  begiiming  date  of 
the  benefit  year.  You  have  one  year  from  this  date  to  draw  the  total  amount  of 
benefits  that  you  are  eligible  to  receive. 

•  Weekly  Benefit  Amount  (WBA)  -  This  is  the  maximum  amount  you  are  eligible  to 
receive  for  one  week. 

•  Maximum  Benefit  Amount  (MBA)  -  This  is  the  total  amount  of  benefits  you  may 
receive  during  your  benefit  year. 

Base  Period  -  The  wages  from  the  first  four  of  the  last  five  completed  calendar 
quarters  used  to  calculate  your  monetary  eligibility. 

•  Quarter/Year  and  Wages  -  This  shows  the  total  amount  of  wages  reported  to  us  by 
the  listed  employer.  If  the  word  "pending"  is  shown,  we  are  waiting  for  information 
from  that  employer  or  state.  A  revised  Monetary  Determination  will  be  sent  when 
the  information  is  received. 

When  you  receive  your  Monetary  Determination,  it  is  very  important  you  check  all 
information: 

•  Is  your  Social  Security  Number  correct? 

•  Are  all  employers  you  worked  for  during  the  base  period  listed,  and  are  wages  listed 
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in  every  quarter  you  worked  for  the  employers?  Verify  that  all  of  the  states  you 
have  worked  in  during  your  base  period  are  listed.  Continue  to  file  your  biweekly 
claims  while  waiting  for  any  wage  revisions. 

Are  all  wages  reported  correctly?  Incorrectly  reported  wages  can  affect  your 
monetary  eligibility  and  may  cause  you  to  receive  an  underpayment  or  overpayment 
of  benefits.  If  an  error  causes  an  overpayment,  you  will  have  to  repay  the  overpaid 
amount,  even  if  the  error  was  not  caused  by  you. 

If  the  monetary  determination  is  incorrect,  contact  the  Telephone  Center,  within  10 
days  from  the  date  the  Monetary  Determination  was  mailed  to  request  a  correction. 

You  may  be  asked  to  send  proof  of  earnings  (for  example,  paycheck  stubs,  W-2  forms,  or 
statements  from  employers). 

Wages  from  Another  State,  the  Federal  Government  or  the  Military 
If  wages  are  requested  from  another  state,  the  federal  government  or  the  military,  or  we 
are  waiting  for  a  copy  of  your  DD214  Member  4,  the  monetary  determination  will  tell 
you  that  wage  information  is  "pending".  Check  the  Monetary  Determination  to  see  if 
all  your  out-of-state  and/or  government  employers  are  listed.  If  all  employers  are  not 
listed  on  the  determination,  contact  the  Telephone  Center.  When  we  receive  the  pending 
information  we  will  send  you  a  revised  Monetary  Determination  that  tells  you  the  new 
status  of  your  claim.  While  waiting  for  a  revised  determination,  continue  to  file  your 
biweekly  claims  for  benefits. 

Alternate  Base  Period 

If  the  monetary  determination  is  correct,  and  you  are  not  ehgible,  we  may  be  able  to  review 
your  claim  and  use  an  altemate  base  period  that  could  result  in  an  ehgible  claim.  Generally, 
to  qualify  for  an  altemate  base  period  you  must  meet  the  following  requirements. 

1.  You  had  an  on-the-job  injury  for  which  you  received  Workers'  Compensation;  AND 

2.  You  received  temporary  total  disability  benefits  during  the  regular  base  period;  AND 

3.  The  filing  date  of  your  unemployment  claim  is  within  24  months  from  the  date  you 
were  determined  eligible  to  receive  temporary  total  disability  benefits  from  Workers' 
Compensation. 

If  you  want  to  request  an  alternate  base  period,  contact  the  Telephone  Center  for  infor- 
mation and  assistance. 

High/Low  Monetary  Determination  (School  employment) 

If  you  earned  wages  in  the  base  period  from  an  educational  institution,  you  will  receive 
two  monetary  determinations.  One  will  be  marked  "HIGH"  and  the  other  "LOW."  The 
"high"  monetary  determination  is  based  on  all  wages  eamed  in  the  base  period.  The 
"low"  monetary  determination  is  based  on  wages  eamed  in  the  base  period  without  those 
wages  eamed  from  educational  institutions. 

If  it  is  determined  you  have  "reasonable  assurance"  of  returning  to  work  at  an  educational 
institution,  you  may  receive  benefits  at  the  "low"  monetary  amount,  if  eligible. 
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Canceling  Your  Claim 

To  cancel  your  claim,  call  the  Montana  Telephone  Center.  We  will  send  you  a  form  that 
you  must  sign.  Your  claim  may  be  canceled  for  any  reason  if  you  request  it  within  10 
days  from  the  date  you  called  and  opened  your  initial  claim.  After  10  days,  you  must 
provide  a  reason.  If  your  reason  is  allowable  under  the  law  or  administrative  rules,  your 
claim  will  be  canceled.  You  will  be  notified  in  waiting  of  the  decision. 


WEEKLY  BENEFITS 

Benefit  Year 

Your  benefit  year  begins  with  the  week  you  call  to  open  your  initial  claim.  A  benefit 
year  lasts  52  weeks  (sometimes  53  weeks).  When  one  benefit  year  ends,  you  must  call 
the  Telephone  Center  to  open  an  entirely  new  claim.  It  is  your  responsibility  to  know 
when  your  benefit  year  ends.  You  have  the  52  weeks  (or  53)  in  each  benefit  year  to 
collect  the  maximum  benefit  amount  (MBA).  Any  wages  you  earn  during  the  benefit 
year  will  not  increase  or  decrease  your  maximum  benefit  amount  for  that  benefit  year. 
However,  because  you  must  report  earnings  during  the  week  that  you  earned  them,  those 
earnings  might  affect  the  amount  of  benefits  you  receive  for  that  week  (see  page  20). 

You  can  start  and  stop  claiming  benefits  as  many  times  as  you  want  or  need  to  during 
your  benefit  year.  However,  if  you  stop  filing  claims  for  two  weeks  in  a  row,  for  any 
reason,  you  must  always  reactivate/reopen  your  claim  by  calling  the  Telephone  Center 
for  your  area  during  the  week  you  wish  to  start  claiming  benefits  again.  (See  page  24  for 
further  information  on  closed  claims.) 

Your  Weekly  Benefit  Amount  (WBA) 

Your  WBA  is  the  amount  of  benefits  you  are  eligible  to  receive  for  one  week  of  total 

unemployment.  Your  WBA  is  an  amount  equal  to: 

EITHER:      1  %  of  your  total  base  period  wages; 

OR:  1 .9%  of  the  wages  in  the  2  highest  quarters  of  your  base  period, 

...whichever  is  higher. 

Your  WBA  cannot  exceed  the  State's  maximum  WBA  or  be  less  than  the  State's  mini- 
mum WBA.  The  maximum  and  minimum  weekly  benefit  amounts  change  yearly,  and  are 
based  upon  the  previous  year's  average  annual  weekly  wage  for  Montana. 

The  Maximum  Benefit  Amount  (MBA) 

Your  MBA  is  the  total  amount  of  unemployment  insurance  benefits  you  can  potentially 
draw  in  a  benefit  year.  It  is  determined  by  formulas  defmed  in  state  law.  These  formulas 
take  into  account  the  amount  of  wages  reported  in  your  base  period.  The  calculations 
result  in  a  weekly  benefit  amount  (WBA)  and  a  number  of  weeks  for  which  benefits  can 
be  paid.  The  WBA  times  the  number  of  week  equals  the  MBA. 
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Use  your  MBA  as  you  would  a  checking  account  balance.  As  you  receive  biweekly 
benefits,  simply  subtract  the  amount  you  are  paid  from  your  MBA  balance  to  know  how 
much  you  can  still  receive  for  that  benefit  year.  In  doing  this,  you  need  to  also  subtract 
any  amounts  being  withheld  from  your  benefits,  such  as  child  support,  federal  income  tax 
withholding,  or  amounts  to  pay  back  overpaid  benefits.  Any  balance  remaining  at  the 
end  of  the  benefit  year  remains  in  the  Unemployment  Insurance  Trust  Fund. 

Waiting  Week 

Every  new  claim  will  have  a  "waiting  week."  A  waiting  week  is  the  first  eligible  week 
you  claim.  Although  you  will  not  be  paid  for  this  week,  you  must  meet  all  eligibility 
requirements  during  this  week.  You  MUST  call  the  automated  biweekly  telephone  filing 
system  (referred  to  as  IVR  -  see  page  13)  and  indicate  "yes"  you  want  to  claim  for  that 
week  (and  answer  all  of  the  claim  questions)  to  receive  credit  for  the  waiting  week.  You 
serve  one  waiting  week  for  each  new  benefit  year.  You  will  not  have  another  waiting 
week  if  you  reopen  your  claim  during  the  benefit  year. 


NON-MONETARY  ELIGIBILITY 

You  may  have  enough  wages  to  qualify  and  still  be  found  disqualified  or  ineligible  to 
receive  unemployment  insurance  benefits.  The  reason  you  left  your  last  job,  or  any  other 
job  in  the  last  six  weeks,  is  used  to  determine  your  eligibility  for  benefits.  The  statement 
you  provide  might  result  in  an  "eligibility  issue"  which  will  have  to  be  adjudicated  (a 
determination  issued).  An  "eligibility  issue"  is  an  act  or  circumstance  that  is  potentially 
disqualifying.  You  will  also  be  asked  for  the  reason  you  separated  from  any  employers 
you  worked  for  during  the  last  18  months. 

Your  employer(s)  will  receive  a  copy  of  your  statement(s)  regarding  your  separation  from 
their  employment.  If  they  have  different  information  or  additional  information,  we  will 
contact  you  and  you  will  be  given  an  opportunity  to  respond.  A  claims  examiner  will  then 
review  all  information  and  make  a  determination  regarding  your  non-monetary  eligibility. 

A  written  "Notice  of  Determination"  will  be  sent  to  you  for  each  "eligibility  issue"  on 
your  claim.  The  "Notice  of  Determination"  tells  you  if  you  have  been  found  eligible  to 
receive  benefits  or  not. 

Although  you  may  initially  be  found  eligible,  this  could  later  be  reversed  if  your 
employer  appeals  the  determination  that  allowed  you  to  receive  benefits  and  the 
eligibility  determination  is  changed.  This  may  result  in  an  overpayment.  You  are 
responsible  for  repaying  any  overpaid  benefits  (see  page  25). 

If  you  are  disqualified  and  you  do  not  understand  the  determination  or  the  requalifying 
conditions,  or  if  you  have  already  satisfied  the  requalifying  conditions,  please  contact  the 
Telephone  Center.  If  you  disagree  with  the  determination  you  receive,  your  appeal 
rights  are  explained  in  the  determination  letter  (see  page  9  for  further  information 
and  remember  to  continue  filing  your  biweekly  claims). 


If  there  is  more  than  one  issue  on  your  claim  and  you  are  denied  benefits  on  any  one  of 
them,  no  benefits  will  be  paid  until  you  meet  all  eligibility  requirements. 

Some  of  the  common  reasons  for  being  disqualified  or  ineligible  are: 

You  quit  your  job: 

Without  good  cause  attributable  to  your  employment. 

You  were  fired: 

For  misconduct  connected  with  or  affecting  your  employment; 
For  an  act  of  gross  misconduct  (a  criminal  act  or  other  act  that  shows  extreme 
disregard  of  your  employer's  interest  or  co-workers,  e.g.,  theft,  embezzlement,  etc.) 
in  the  last  18  months. 

You  have  restricted  your  availability: 

You  have  stated  the  lowest  wage  you  are  willing  to  accept  is  higher  than  what  is 

normal  for  your  occupation,  or  higher  than  your  normal  wage. 

You  do  not  have  transportation  to  look  for  work  or  travel  to  work. 

You  are  not  willing  to  work  hours  or  days  that  are  normal  to  your  occupation. 

You  do  not  have  childcare  available  to  allow  you  to  accept  employment. 

You  are  not  medically  able  to  accept  employment. 

Any  other  restrictions  that  would  prevent  you  from  accepting  full  time  employment. 

You  are  not  seeking  or  willing  to  accept  full-time  employment. 


IF  YOU  DISAGREE  WITH  A  DECISION 

When  a  decision  (determination)  is  made  on  your  eUgibility  for  benefits,  you  or  your 
employer  may  request  a  "redetermination"  if  either  of  you  think  a  decision  is  contrary  to 
the  law  or  facts  or  if  either  of  you  have  new  information  that  might  affect  the  decision. 
You  or  your  employer  have  10  calendar  days  from  the  date  of  the  Notice  of  Determina- 
tion to  request  a  redetermination. 

Redetermination 

1 .  Call,  mail  or  fax  a  written  request  to  the  Montana  Telephone  Center  for  your  area.  File 
your  request  within  10  calendar  days  from  the  date  of  the  Notice  of  Determination. 

2.  If  you  call,  a  Customer  Service  Representative  (CSR)  will  take  your  statement  over 
the  phone. 

3.  Continue  to  file  your  biweekly  claims  for  benefits. 

All  of  the  information  will  be  reviewed  and  a  redetermination  will  be  made  which  may  or 
may  not  change  the  original  determination.  If  you  are  found  eligible,  you  will  only  be 
paid  benefits  for  the  weeks  you  filed  your  biweekly  claims  on  time. 


Appeal 

You  or  your  employer  can  appeal  the  redetermination  if  either  of  you  think  it  is  contrary 
to  the  law  or  facts  or  if  either  of  you  have  new  information  that  could  affect  the  decision. 
Contact  the  Montana  Telephone  Center  for  your  area  within  10  calendar  days  of  the  date 
of  the  redetermination  letter. 

1.  When  you  request  the  appeal,  the  CSR  will  explain  the  steps  you  need  to  take.  You 
may  also  mail  or  fax  your  appeal  request  to  your  Telephone  Center. 

2.  Once  the  appeal  is  received,  it  will  be  sent  to  the  Hearings  Bureau. 

3.  The  Hearings  Bureau  will: 

•  Set  a  day  and  time  for  a  telephone  hearing  (in-person  hearing  available  on 
request);  and 

Notify  all  interested  parties  such  as  yourself  and  any  former  employer(s).  They 
will  include  copies  of  all  the  paperwork  pertaining  to  the  eligibility  issue  being 
appealed,  and  will  provide  you  with  a  description  of  the  hearing  process. 

4.  At  the  hearing  you  will: 

•  Tell  your  story  in  your  own  words;  and 

Give  evidence  to  support  your  appeal.  (Send  all  docimients  you  want  to  have 
considered  before  the  hearing,  so  a  copy  can  be  sent  to  the  other  interested  parties. 
Documents  will  not  be  considered  at  the  time  of  the  hearing  unless  you  sent  them 
to  the  Hearings  Bureau  and  copies  were  provided  to  the  other  interested  parties.) 
Be  ready  for  the  hearing  with  all  of  the  documents  in  front  of  you. 

5.  For  questions  regarding  your  hearing,  call  the  Hearings  Bureau  at  (406)  444-4662.  Fax 
number:  (406)444-2689. 

6.  If  you  are  still  denied  benefits,  you  may  file  an  appeal  with  the  Board  of  Labor  Appeals 
(BOLA).  Contact  the  Telephone  Center  for  your  area  within  10  days  of  the  date  of  the 
appeal  decision.  Follow  the  same  process  hsted  above  for  an  appeal.  The  Board  of 
Labor  Appeals  will  review  the  evidence  and  issue  a  decision.  No  new  evidence  can  be 
given  at  this  time  unless  you  can  prove  that  the  evidence  was  not  available  at  the  lower 
appeal  level.  The  employer  can  also  file  an  appeal  with  BOLA. 

7.  Any  further  appeal  is  through  the  District  Court. 

If  you  received  benefits,  and  are  later  found  ineligible  to  receive  those  benefits  through 
the  redetermination  or  appeal  process,  you  will  be  responsible  for  repaying  them. 


WEEKIY  ELIGIBILITY  REQUIREMENTS 

If  you  have  met  the  eligibility  requirements  (page  4)  for  opening  or  establishing  your 
claim,  you  must  still  meet  eligibility  requirements  for  each  week  benefits  are  claimed. 
This  section  discusses  those  requirements. 

In  order  to  receive  benefits  for  any  week,  you  must  be  able,  available  and  actively 
looking  for  full-time  work  during  that  week.  You  may  be  determined  ineligible  if  you: 

•       Have  a  medical  reason  that  prevents  you  from  accepting  work. 

Limit  the  wages  or  job  you  will  accept,  the  hours  or  days  you  will  work,  or  the 
locations  where  you  will  work. 
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Are  not  looking  for  work. 

Are  involved  in  a  strike. 

Are  attending  school. 

Are  self-employed. 

Are  a  professional  athlete. 

Are  a  school  employee  who  will  be  returning  to  work  for  a  school  after  the  summer 

break  or  vacation  period  during  the  school  term. 

Are  an  illegal  alien. 

Are  not  able  and  available  to  work  during  hours  normal  to  your  occupation. 

Do  not  have  childcare  arrangements. 

Reftise  suitable  work,  an  interview,  or  referral  to  suitable  work. 

Other  reasons  you  may  be  ineligible.  You: 

•  Don't  register  for  work  with  the  local  Job  Service  office  when  required. 

•  Don't  report  to  the  Job  Service  office  when  asked. 

•  Receive  Workers'  Compensation  or  Social  Security  Disability  Benefits. 

•  Receive  payments  from  other  sources  (call  the  Montana  Telephone  Center  for  your 
area). 

•  Don't  respond  to  a  request  for  information  within  the  given  timeline. 

This  is  only  a  partial  list  of  reasons  that  may  cause  you  to  be  ineligible. 


AVAILABILITY  FOR  WORK 

To  be  eligible  for  benefits  you  must  be  able  to  work,  available  for  work,  and  actively 
looking  for  full-time  work  each  week  you  claim  benefits.  Failure  to  do  so  may  result  in 
loss  of  benefits.  You  must  register  for  work  with  your  local  Job  Service  office  within  10 
working  days  of  filing  or  reopening  your  claim  (unless  you  are  Job-Attached  or  Union- 
Attached).  Also  use  other  sources  for  seeking  work. 

Able  To  Work:  At  the  time  you  open  or  reopen  a  claim  for  benefits,  if  you  have  a 
medical  reason  that  prevents  you  from  accepting  a  job,  you  need  to  tell  the  staff  at  the 
Montana  Telephone  Center  for  your  area. 

Available  For  Work:  To  be  available  for  work,  you  must: 

•       Be  willing  to  accept  the  standard  wage  in  your  area  for  your  usual  occupation; 

Be  willing  to  work  all  the  hours  and  days  normally  required  for  your  occupation  or 

in  the  type  of  work  you  are  looking  for; 

Be  willing  to  accept  any  suitable  job  you  are  qualified  for; 

Have  a  way  to  get  to  work; 

Have  child  care  available,  if  required; 

Report  to  your  local  Job  Service  office  when  asked; 

Be  willing  to  take  part-time  work.  However,  you  must  continue  to  look  for  ftiU-time 

work. 
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Actively  Looking  For  Full-Time  Work:  You  MUST  follow  the  work  search  agreement 
you  signed  (Work  Search  Classification  and  Claim  Information  form  -  UI221).  It  is  your 
responsibility  to  keep  a  written  record  of  all  the  employers  you  contact.  These  contacts 
must  be  made  with  persons  who  have  hiring  authority.  There  are  pages  in  the  back  of 
this  handbook  (Work  Search  Log)  where  you  can  record  your  employer  contacts. 
NOTE:  You  need  to  keep  a  written  record  of  your  work  search  contacts  (made  while  you 
are  filing  for  benefits)  for  three  years  after  you  receive  the  benefits  in  case  you  are 
selected  for  an  audit.  You  may  be  asked  to  show  your  records  of  employer  contacts  to  a 
representative  of  the  Unemployment  Insurance  Program.  If  you  are  unable  to  produce 
this  record  when  asked  by  the  Unemployment  Insurance  Program,  you  will  have  to  repay 
the  benefits. 

If  you  are  an  active  union  member  in  good  standing  with  a  hiring  hall  or  job-attached 
(you  will  return  to  your  previous  job  fiill-time  or  have  the  guarantee  of  another  full-time 
job),  the  above  work  search  requirements  may  not  apply  to  you.  If  you  are  not  sure, 
please  check  with  the  Montana  Telephone  Center  for  your  area. 

Accepting  Job  Offers 

You  must  accept  referrals  for  suitable  work  and  any  suitable  work  that  is  offered  to  you. 
You  are  not  required  to  accept  a  job  offer  that  is  not  suitable  for  you.  However,  you  must 
report  all  job  offers  and  job  referrals  you  refuse  or  disregard.  Work  might  be  considered 
unsuitable  if: 

•       The  work  is  a  risk  to  your  health,  safety,  or  morals; 
You  are  not  physically  able  to  perform  the  work; 
You  don't  have  the  proper  training  or  experience  to  perform  the  work; 
The  wages  are  substantially  less  than  your  previous  earnings  (after  13  weeks,  you 
must  be  willing  to  accept  75%  of  your  previous  wage); 
The  work  is  not  within  a  reasonable  distance  from  your  home; 
The  wages,  hours,  and  other  working  conditions  are  not  comparable  to  those  for 
similar  work  in  the  area; 

The  job  is  vacant  because  of  a  strike,  lockout  or  other  labor  dispute;  you  are  re- 
quired, as  a  condition  of  employment,  to  join  a  company  union  or  to  refrain  from 
joining  any  bona  fide  labor  organization.  (A  "company  union"  is  one  the  employer 
has  direct  control  over.  Don't  confuse  these  with  regular  labor  unions.) 
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BIWEEKLY  FILING  TO  CLAIM  BENEFITS 

This  section  provides  instructions  for  filing  your  biweekly  claims  on  the  Interactive 
Voice  Response  (IVR)  system. 

PERSONAL  IDENTIFICATION  NUMBER  (PIN) 

After  you  have  opened  your  initial  claim  (wait  one  working  day),  then  you  must  call  the 
IVR  system  to  establish  your  PIN.  The  IVR  system  uses  the  combination  of  your  PIN 
and  your  Social  Security  Number  to  protect  your  claim  information  from  others. 

The  first  time  you  call  the  IVR  system,  you  will  be  asked  to  select  4  numbers.  You  may 
use  any  combination  except  0000  (4  zeros).  After  your  PIN  has  been  set  up,  you  must 
use  it  each  time  you  call  the  IVR  system.  If  you  forget  your  PIN,  or  feel  someone  else 
may  know  your  PIN,  contact  the  Telephone  Center. 

TIP:  Establish  your  PIN  as  soon  as  possible  after  opening  your  UI  claim  to  avoid 
potential  problems. 

FILING  YOUR  BIWEEKLY  CLAIM  INFORMATION 

Montana  pays  benefits  biweekly.  This  means  you  file  for  weekly  benefits  two  weeks  at  a 
time.  Each  benefit  week  begins  on  Sunday  and  ends  at  midnight  the  following  Saturday. 
To  file  for  both  weeks  of  your  biweekly  claim,  you  must  file  after  the  end  of  the  second 
week.  It  is  your  responsibility  to  file  your  biweekly  claim  within  seven  calendar  days 
after  the  end  of  the  second  week  of  the  biweekly  claim  period.  You  may  be  disqualifled 
for  those  weeks  claimed  that  are  filed  late. 

EXAMPLE 
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Instruction 

Week#l 

Week  #2 

Week  #3 

File  for  weeks  #1  &  #2 
any  day  this  week 

Week  #4 

Week  #5 

File  for  weeks  #3  «fe  #4 
any  day  this  week 
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HOW  TO  FILE  THE  BIWEEKLY  CLAIM 

General  Information 

You  file  your  biweekly  claim  by  phone  using  the  Interactive  Voice  Response  (IVR) 
system.  This  is  an  automated  telephone  filing  system.  It  is  accessed  using  a  toll-free 
"800"  number  or  is  a  local  call  for  Helena  calling  area  residents. 


Submit  Your  Biweekly  Claim 

For  Benefits  by  Telephone  Using  the 

Interactive  Voice  Response  (IVR)  System 

1-800-207-0667 

Helena  local  calling  area  residents 
call  444-9800 


The  information  you  submit  certifies  that  you  have  met  the  eligibility  requirements  for 
each  week.  You  must  continue  to  call  IVR  to  file  your  biweekly  claim  information 
on  time  for  each  two-week  period  of  benefits  you  wish  to  claim. 

The  IVR  system  will  ask  you  a  series  of  questions.  Answer  ALL  questions.  The  IVR 
section  in  this  handbook  gives  you  specific  information  on  how  to  use  the  IVR  system  to 
file  your  biweekly  claims  (see  page  16).  If,  after  reading  these  you  are  not  sure  how  to 
answer,  contact  the  Montana  Telephone  Center  for  your  area  for  help.  All  calls  are 
recorded  at  Mountain  Standard  Time.  A  Spanish-speaking  option  is  available  (touch- 
tone  phones  only). 

It  is  illegal  to  allow  anyone  else  to  file  your  biweekly  claims.  You  are  solely  respon- 
sible for  all  claims  filed  with  your  Social  Security  Number.  It  is  FRAUD  if  you  have 
someone  call  using  your  Social  Security  and  Personal  Identification  Number. 

Remember,  you  must  continue  to  meet  the  weekly  eligibility  requirements  and  continue 
to  respond  to  written  requests  for  information  from  the  Unemployment  Insurance 
Program  and  the  Montana  Telephone  Center  in  a  timely  manner  in  order  to  remain 
eligible  for  benefits. 

If  the  IVR  system  tells  you  that  your  claim  is  closed,  it  will  not  let  you  file  the  bi- 
weekly claim.  You  will  need  to  reopen  your  claim.  To  reopen  your  claim,  see  page  24 
of  this  handbook  for  further  information. 

Although  the  primary  purpose  of  the  IVR  system  is  for  filing  a  biweekly  claim,  it  also 
offers  other  service  options: 

•  Inquire  about  your  benefit  check  (see  page  22) 

•  Inquire  about  IRS  Form  1099-G  information  (see  page  23) 

•  Inquire  about  the  schedule  for  an  appeal  (see  page  10) 

•  Find  out  how  much  you  must  earn  after  a  disqualification  to  requalify 

For  answers  to  other  questions  or  to  file  an  initial  claim  for  unemployment  insurance,  call 
the  Montana  Telephone  Center  for  your  area  (see  inside  front  cover). 
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How  is  the  IVR  system  different  from  the  Telephone  Center? 

The  Unemployment  Insurance  Telephone  Center  is  staffed  by  trained  Customer  Service 
Representatives  who  assist  you  with  most  aspects  of  your  claim.  The  Customer  Service 
Representative  (CSR)  can  help  you  open  a  claim  for  benefits  or  answer  questions  you 
have  about  your  claim.  Call  the  Telephone  Center  for  your  area  if  you  have  problems 
entering  your  biweekly  information  on  the  IVR  system. 

Types  of  Phones 

Following  a  greeting,  the  IVR  system  will  ask  a  question  to  determine  if  you  are  using  a 
touch- tone  or  rotary  phone.  If  you  don't  respond  to  the  initial  question  by  pressing  a  key, 
the  system  will  know  you  are  using  a  rotary  phone. 

Touch  Tone  Phones:  Enter  information  by  pressing  the  corresponding  keys  on  the  phone. 
Be  sure  your  telephone  is  set  on  "tone,"  NOT  "pulse". 

Don't  use  cellular,  mobile  or  cordless  phones.  Because  of  operating  methods  of  these 
phones,  the  computer  may  not  accept  your  call  and  a  check  will  not  be  issued. 

Rotary  Phones:  Clearly  speak  your  answers.  The  number  "0"  must  be  said  as  "zero". 
Answer  filing  questions  saying  "yes"  or  "no",  instead  of  pushing  "1"  or  "2"  as  indicated 
on  page  1 6.  If  you  wish  to  have  a  question  repeated,  simply  do  not  answer  the  question  - 
no  response  will  cause  the  question  to  be  repeated.  WARNING  -  after  the  question  is 
repeated  for  the  third  time  and  you  fail  to  respond,  your  access  will  be  suspended.  If 
your  access  is  suspended  contact  the  Montana  Telephone  Center  for  your  area. 

System  Availability 

The  IVR  system  is  available  approximately  1 8  hours  a  day,  seven  days  a  week.  The 
system  is  not  available  approximately  5:30  p.m.  -  7:00  p.m.  and  1:30  a.m.  -  5:30  a.m., 
Monday  -  Friday.  Occasionally  on  Sunday  mornings  and  at  other  times  the  system  will 
not  be  available  due  to  system  maintenance.  If  the  system  is  not  available,  please  wait  a 
while,  then  call  back.  If  time  permits,  you  will  be  notified  prior  to  any  planned  outage. 

System  Updates 

The  information  you  enter  into  the  system  is  stored,  then  updated  into  our  computers 

Monday  through  Friday  at  5:30  p.m.  (Except  federal  and  state  holidays). 

NOTE:  Calls  received  after  5:30  p.m.  on  Friday  won't  be  processed  until  after  the 
system  updates  Monday  night.  If  Monday  is  a  legal  holiday,  the  system  update  occurs 
at  the  end  of  the  following  day.  If  you  call  on  a  holiday,  your  call  won't  be  processed 
until  the  end  of  the  next  business  day. 

Filing  For  Benefits  While  You  Are  Out  of  Town  Job  Hunting 

You  may  continue  to  file  your  biweekly  claims  from  anywhere  in  the  United  States  using 
the  toll-free  biweekly  filing  telephone  number  (referred  to  as  IVR  -  see  page  14),  as  long 
as  you  are  meeting  all  eligibility  conditions.  We  will  continue  to  mail  your  check  and 
other  correspondence  to  your  home  address.  The  Post  Office  will  not  forward 
Unemployment  Insurance  mail. 
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CALLING  THE  IVR  SYSTEM  TO  FILE  FOR  BENEFITS 

After  you  have  established  a  PFN,  each  time  you  call  the  IVR  system  you  will  be  asked  to 
enter  your  Social  Security  Number  and  PIN  to  confirm  your  identity.  Once  your  identity 
has  been  confirmed,  you  will  be  asked  to  choose  an  option: 

For  example:         Option  1        Filing  your  Biweekly  Claim 
Option  2        Check  Inquiry 
And  so  on. . . 

If  You  Choose  Option  1  -  Filing  Your  Bi- Weekly  Claim. . . 

You  may  call  to  file  your  biweekly  claim  beginning  on  Sunday  after  the  end  of  your 
second  claim  week.  You  must  submit  your  claim  information  after  midnight  of  the 
Saturday  of  your  second  week,  but  before  the  next  Saturday. 

WEEKLY  CLAIM  QUESTIONS 

The  IVR  system  will  first  identify  the  weeks  for  which  you  can  submit  biweekly  claim 
information  and  ask  if  you  wish  to  claim  benefits  for  both  weeks.  It  will  then  ask  you  a 
series  of  questions  for  each  week,  one  week  at  a  time  (Sunday  through  Saturday).  The 
IVR  system  will  ask  you  all  the  questions  for  the  first  week  and  then  it  will  repeat  the 
same  questions  for  the  second  week.  REMEMBER,  the  questions  pertain  only  to  the 
week  identified  by  the  system. 

FOR  QUESTIONS  1  -  7, 

•  PRESS  THE  NUMBER  "1"  FOR  "YES"  or 

•  PRESS  THE  NUMBER  "2"  FOR  "NO" 

If  you  wish  to  have  a  question  repeated,  press  the  star  (*)  key.  (Rotary  phone  users  need 
to  wait  and  the  question  will  be  repeated) 

I*  "Dftj|aMj|is||.i||.fik^^  ending.. .."(The  IVR  system  will  state  the  ending  date 

ofweekoneorwe^^o!) 

"YES"  indicates  you  wish  to  claim  for  the  week  identified  or  receive  credit  for  your 
waiting  week.  (Remember  you  will  not  be  paid  for  the  first  eligible  week  you  file 
your  claim;  this  is  your  "waiting  week".  However,  you  must  say  "yes"  to  file  for  that 
week  in  order  to  receive  credit  for  the  waiting  week.) 

"NO"  will  indicate  to  the  system  that  you  do  not  wish  to  file  for  that  week  -  you  will 
not  be  asked  the  rest  of  the  questions.    (If  you  answer  "no"  for  two  weeks  in  a  row, 
your  claim  will  be  closed.  To  reopen  your  claim,  you  must  contact  the  Montana 
Telephone  Center  for  your  area  during  the  week  you  wish  to  start  claiming  benefits.) 
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"Did  you  look  for  work?" 

Note:  You  must  answer  this  question  even  if  you  are  union  or  job  attached. 

"YES"  indicates  you  made  your  required  work  search  contacts  this  week.  If  you  are 
uncertain  of  your  work  search  requirements,  contact  the  Telephone  Center. 

"NO"  indicates  you  did  not  look  for  work  or  you  are  union  or  job  attached  according 
to  your  Work  Search  Classification  and  Claim  Information  (UI221)  form  (completed 
when  you  opened  your  initial  claim). 

JjM'ere  you  physically  able  and  available  to  work?" 

"YES"  Refer  to  page  1 1  for  information  on  "Availability  to  Work." 

If  you  answer  "NO"  for  any  reason  -  contact  the  Telephone  Center  after  you  finish 
filing  your  claim. 


4,  "Did  you  receive  Workers'  Compensation  or  other  disability  benefits?** 

"YES"  indicates  you  received  Workers'  Compensation  or  disability  during  the  week 
claimed.  Contact  the  Telephone  Center  after  you  finish  filing  your  claim. 

5.  "Did  you  quit  a  job,  get  fired,  refuse  work,  or  take  time  off  from  work  (such  as 

vacation  or  sick  leave)?" 

"YES"  indicates  that  during  the  week  claimed  (1)  you  quit  or  were  fired  from  a  job, 
OR  (2)  you  refused  available  work,  a  job  offer  or  job  referral,  OR  (3)  you  were 
working  and  took  time  off  from  work  for  any  reason  other  than  a  reduction  in  hours 
by  the  employer.  Contact  the  Telephone  Center  after  you  finish  filing  your  claim. 

pending  school  or  are  you  in  training?" 

'YES"  Contact  the  Telephone  Center  for  your  area  unless  you  have  received  notice 
that  your  training  is  approved.  This  does  not  include  paid  training  by  your  em- 
ployer. If  you  attend  training  as  part  of  your  job  and  your  employer  pays  you  for 
this  time,  report  it  as  hours  worked  and  report  the  earnings  under  question  7. 


OR  have  a  paid  holiday  OR  receive  bonus  pay? 


*>» 


"YES"  means  you  worked  OR  had  a  paid  holiday  OR  received  bonus  pay  or  any  of 
the  other  payments  listed  in  Question  7b  below.  If  you  answer  "YES"  to  question  7, 
two  additional  questions  will  be  asked: 

lease  enter  total  hours  worked  and  hours  of  paid  time  off  from  work. 
Conclude  by  pressing  the  pound  (#)  key.  Hours  can  not  exceed  99.  include 
all  holiday  and  vacation  hours.  Enter  full  hours  only  -  round  down  partial  hours. 
Example:  20  1/2  hours  =  20. 
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7b.  Please  combine  and  report  total  gross  amount  of  earnings,  and  bonus  l^iH 
before  any  taxes  or  other  deductions  are  withheld,  even  if  you  have  not  yet 
been  paid.  Conclude  by  pressing  the  pound  (#)  key. 

Combine  and  report  gross  amount  of  earnings,  vacation,  holiday,  and  bonus  pay 
for  the  week  you  are  claiming  (Sunday  through  Saturday). 

•  When  calculating  gross  earnings,  use  the  total  hours  worked. 

Example:  20  1/2  hours  x  $5.50  =  $1 12.75. 

•  Report  whole  dollar  amounts,  not  cents.  Always  round  down. 

Example:  $1 12.75  =  $112. 
The  IVR  system  will  repeat  the  answers  you  entered.  Listen  carefully  to  assure 
correct  processing  of  your  claim.  Then  the  IVR  system  will  say: 

"If  all  responses  are  correct,  press  "1".  If  not,  press  "2".  (Rotary  telephone  users 
say  "Yes"  or  "No".) 

If  you  made  a  mistake,  you  may  start  over  by  pressing  "2"  and  the  system  will  ask  all  the 
questions  for  that  week  again.  If  all  responses  are  correct  press"  1".  The  process  will 
now  be  repeated  for  the  second  week.  After  you  have  confirmed  your  answers  for  the 
second  week,  the  IVR  system  will  say  "Transaction  accepted,  thank  you  and  good-bye", 
then  discormect.  You  must  wait  for  the  IVR  system  to  hang  up.  or  your  call  will  not 
be  recorded.  This  is  your  indication  that  your  answers  have  been  transmitted  to  the 
Unemployment  Insurance  computer  for  updating  your  claim.  If  there  are  no  problems 
that  would  prevent  a  payment,  a  benefit  check  will  be  issued  and  mailed  on  the  workday 
following  the  next  update. 

Your  claim  will  close  if,  for  two  weeks  in  a  row,  you: 
•       work  40  hours  or  more;  or 

earn  two  times  your  weekly  benefit  amount;  or 

didn't  file  your  biweekly  claim;  or 

answered  "No"  to  the  biweekly  claim  question  "Do  you  wish  to  file  for  week 

ending. . ."  two  weeks  in  a  row;  or 

any  combination  of  these. 

To  reopen  your  claim,  see  page  24. 


HINTS  AND  TIPS 

Claims  filed  after  5:30  pm  Friday  will  not  be  processed  until  Monday 

evening. 

You  may  not  file  your  claims  for  benefits  on  a  weekly  basis.  Call  to  submit 

your  claim  after  each  TWO  WEEK  filing  period  has  ended. 

If  you  realize  you  have  made  an  error,  and  the  system  update  has  not 

occurred,  you  may  call  the  IVR  system  and  resubmit  the  information.  The 

system  will  take  the  last  entry  made  by  you  before  the  update.  If  the  system 

update  has  occurred,  you  must  contact  the  Montana  Telephone  Center  for 

your  area  for  instructions  to  correct  the  error. 
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REPORTING  VARIOUS  PAYMENTS 

The  following  describes  the  earnings  that  must  be  reported  on  your  biweekly  claim  for 
benefits. 

Gross  Eamings  includes  wages  before  deductions,  plus  earnings  from  sick  pay,  tips, 
commissions,  the  value  of  room  and  board,  National  Guard  or  Reserve  pay,  bonuses, 
vacation  pay,  separation  pay,  holiday  pay,  stock  payments  (stock  payments  received  in 
lieu  of  wages),  etc.  Report  wages  the  week  you  earned  them,  not  the  week  you  are 
paid  (even  if  you  haven't  been  paid  yet)  unless  the  instructions  for  that  pay  type  tells 
you  differently.  NOTE:  The  FVR  system  does  not  allow  you  to  enter  eamings  without 
hours  and  vice  versa.  For  instance,  if  you  receive  holiday  or  vacation  pay,  the  system 
requires  you  to  report  at  least  one  hour  worked. 

Bonus  Pay/Stock  Payments  (Received  in  lieu  of  wages)  -  Contact  the  Telephone  Center 
for  your  area  for  assistance. 

Holiday  Pay  -  Report  holiday  pay  and  the  number  of  hours  paid  in  the  week  the  holiday 
occurred,  even  if  you  receive  the  holiday  pay  in  a  later  week. 

Vacation/Sick  Pay 

•  Report  these  payments  in  the  week  that  you  were  off  work,  regardless  of  when  you 
got  paid  for  the  time  you  were  off  from  work. 

•  For  lump  sum  payments  received  for  accrued  vacation/sick  leave  when  no  time  off 
from  work  occurs.  Contact  your  Telephone  Center  for  instructions  on  how  to  report. 

Commissions  -  Report  the  hours  in  the  week  you  worked.  (You  must  enter  at  least  $1 
eamed.)  Report  commissions  the  week  they  are  paid,  not  the  week  you  eam  them.  (You 
must  also  enter  at  least  one  hour  worked.) 

Tips  -  You  must  report  all  tips  as  wages  during  the  week  eamed.  Keep  a  log  of  your  tips 
as  you  may  be  required  to  produce  this  information. 

Separation/Severance  Pay  -  Must  be  reported  during  the  week  the  separation  occurred. 
Contact  the  Telephone  Center  if  you  need  assistance. 

Room  and/or  Board  -  You  must  include  room  and/or  board  you  receive  as  eamings  for 
the  week.  The  Unemployment  Insurance  Division  uses  the  following  minimum  amounts 
for  room  and  board  when  figuring  eamings: 

Weekly  room  and  board $50.00 

Weekly  lodging $20.00 

Weekly  meals $30.00 

Each  meal $  1.50 

National  Guard  or  Reserve  -  You  may  not  need  to  include  wages  received  from  the 
National  Guard  or  Reserves.  Contact  your  Telephone  Center  for  instmctions  on  how  to 
report. 
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NON-REPORTABLE  EARNINGS 

Under  certain  conditions,  workers  in  the  categories  listed  below  may  not  be  required  to 
report  their  earnings  and  number  of  hours  worked  when  filing  their  biweekly  continued 
claims.  If  you  are  a  worker  in  one  of  these  categories,  please  contact  the  Telephone 
Center  for  your  area  to  determine  whether  or  not  you  need  to  report  your  hours  and 
earnings.  This  change  is  the  result  of  the  passage  of  House  Bill  No.  395  by  the  1999 
Montana  Legislature  and  affects  only  initial  claims  opened  on  and  after  July  4,  1999. 

National  Guard  or  Reserves 

Domestic  and  household  workersDomestic  and  household  workers 

Spouses  or  dependents  of  sole  proprietors 

Freelance  correspondents  and  newspaper  carriers 

Real  estate  brokers  and  real  estate  salespersons 

Cosmetologists  and  barbers 

Casual  laborers  who  earn  less  than  $50.00  and  work  less  than  24  days  in  a  calendar 

quarter 

Sole  proprietors  and  working  members  of  partnerships  and  limited  liability  companies 

Floor  covering  installers 

Direct  sellers 

Petroleum  land  professionals 

Church  ministers  and  members  of  religious  orders 

Clients  of  rehabilitation  facilities 

Participants  in  work-relief  and  work-training  programs 

Inmates  of  state  correctional  and  custodial  institutions 

Court  ordered  community  service  workers 

Elected  public  officials 

Workers  employed  by  small  agricultural  operations 

Workers  employed  by  agencies  of  govenmient  of  states  other  than  Montana 

Workers  covered  under  federal  unemployment  insurance  programs;  e.g.,  Railroad 

Unemployment  Insurance  Act 

Students  and  their  spouses  employed  by  a  college  or  university 

Students  in  work-experience  programs 

Officers  or  members  of  a  crew  of  a  vessel  on  U.S.  navigable  waters 

Legally  admitted  alien  agricultural  workers 

Independent  contractors  certified  as  such  by  the  Department 


PARTIAL  BENEFITS:  WORKING  PART-TIME 

You  may  be  eligible  for  partial  benefits  if  you  work  less  than  40  hours  a  week  and  you 
meet  the  following  requirements: 

Your  earnings  for  a  week  are  less  than  two  times  your  weekly  benefit  amount;  and 
•      You  are  still  looking  for  fiiU-time  work  each  week. 
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Your  weekly  benefit  amount  will  not  be  reduced  if  you  earn  less  than  1/4  of  your  weekly 
benefit  amount.  You  must  still  report  all  earnings  when  you  file  your  biweekly  claim  on 
the  IVR  system.  For  example,  if  your  weekly  benefit  amount  is  $106,  and  you  earn 
$26.50  or  less  in  a  week,  your  benefit  amount  will  remain  $106  for  that  week. 

If  you  earn  more  than  1/4  of  your  weekly  benefit  amount  in  any  week,  your  benefit 
amount  will  be  reduced  by  $0.50  for  each  dollar  earned  (over  1/4  of  your  weekly  benefit 
amount).  For  example,  if  your  weekly  benefit  amount  is  $106,  and  you  earn  $150.80  in  a 
week,  your  benefit  amount  for  that  week  will  be  $44.  (Earnings  are  rounded  down  to  the 
next  lower  full  dollar  amount.) 

To  report  hours  and  earnings,  answer  question  7  "YES"  (See  "Weekly  Claim  Questions 
and  Explanations"  on  page  16)  and  the  IVR  system  will  ask  you  for  hours  and  earnings. 
Report  the  number  of  hours  worked  and  your  gross  earnings  (as  earned,  not  paid).  Our 
computer  system  will  calculate  your  partial  benefits  automatically.  See  the  table  below 
for  an  example  of  the  calculation: 


HOW  TO  FIGURE  PARTIAL  BENEFITS 

A 

B 

C 

D 

E 

Regular 
Benefit 
Amount 

Weeks 

Gross 

Earnings 

Divide 
Column 
A  by  4 

Column  B 
Minus 
Column  C 

Divide 
Column  D 
By  2 

Column  A 
Minus 
Column  E 

This  Week's 
=      Benefit 
Amount 

$106.00 

$150.80 

$106/4 
=  $26.50 

$150.00 
-    26.00 
$124.00 

$124/2 
=  $62.00 

$106.00 
-    62.00 
$  44.00 

=      $44.00 

Receiving  partial  benefits  works  like  a  checking  account  -  you  have  a  maximimi  benefit 
amount  (MBA)  of  money  you  can  receive.  You  can  withdraw  the  money  in  various 
amounts  not  to  exceed  your  weekly  benefit  amount  (WBA)  over  the  one-year  time  period  of 
your  claim.  However,  you  must  continue  to  qualify  fi-om  week  to  week  to  receive  benefits. 


ABOUT  THE  UI  BENEFIT  CHECK... 


Receiving  Your  Check 

If  there  are  no  problems  with  your  claim,  you  can  expect  your  check  about  3  to  5  days 
after  you  file  your  biweekly  claim  for  benefits.  If  you  have  not  received  your  check 
AFTER  10  days  of  filing  your  biweekly  claim,  call  the  Montana  Telephone  Center  for 
your  area.  Benefit  checks  might  be  delayed  until  a  determination  is  made  if  the  claim  has 
one  or  more  eligibility  "issues"  (acts  or  circumstances  that  are  potentially  disqualifying). 
See  pages  4  through  9  for  further  information  on  eligibility. 

You  will  not  be  paid  for  the  first  eligible  week  that  you  claim.  This  is  a  waiting  period 
required  by  state  law  and  is  referred  to  as  the  "waiting  week"  (see  page  8  for  further 
explanation  of  the  waiting  week).  Remember  that  you  must  say  yes  on  your  biweekly 
claim  that  you  wish  to  claim  for  the  week,  before  it  can  be  counted  as  the  waiting  week. 
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Inquiring  About  Your  Check 

To  inquire  about  your  check,  call  1-800-207-0667  (444-9800  in  the  Helena  calling  area). 
Once  you  have  identified  your  claim  with  your  Social  Security  Number  and  Personal 
Identification  Number  (PIN),  select  Check  Inquiry  option.  You  will  be  told  whether  or 
not  you  were  eligible  to  receive  a  check  for  the  specified  time  period  and,  if  so,  when 
your  check  was  mailed,  as  well  as  the  remaining  monetary  balance  on  your  claim. 

You  will  hear  one  of  the  following  messages: 

"Your  check  for  weeks  ending and was  issued  on 

.   Your  claim 's  remaining  balance  is  $ if  drawn 

before (benefit year  ending  date). " 

Or: 

"Week  ending was  used  as  your  waiting  week  and  no  payment 

can  be  issued  for  a  waiting  week. " 

If  there  is  a  problem  with  your  claim  that  prevents  a  check  from  being  issued,  the  IVR 
system  will  tell  you  that  no  check  has  been  issued.  (Remember  that  after  you  file  your 
biweekly  claim,  you  must  wait  until  after  the  system  updates  to  inquire  about  your  check. 
See  system  updates  on  page  15.)  After  the  update,  if  you  are  not  eligible,  no  check  will 
be  issued.  If  you  need  more  information,  contact  the  Telephone  Center  for  your  area. 

If,  after  receiving  your  check,  you  have  any  other  questions  about  your  check,  call  the 
Telephone  Center  for  your  area. 

Lost  or  Stolen  Checks 

If  you  lose  your  unemployment  check  or  if  it  is  stolen,  call  the  Montana  Telephone 
Center  immediately  to  begin  the  process  for  getting  a  duplicate  check.  The  check  must 
be  missing  for  14  calendar  days  (30  days  for  interstate  claims)  before  any  action  can  be 
taken.  You  will  need  to  complete  a  form,  have  it  notarized,  and  return  it  to  us  before  a 
duplicate  check  can  be  issued. 

Claim  Certification 

When  you  endorse  and  cash  the  benefits  check,  your  signature  certifies  that  the  informa- 
tion you  have  given  the  Department  is  true.  It  also  confirms  that  you  understand  there  are 
penalties  for  giving  false  information  to  get  imemployment  benefits. 

POSSIBLE  DEDUCTIONS 

The  amount  of  the  benefit  check  might  be  less  than  you  expect.  The  following  are 
possible  deductions  from  your  check.  These  are  listed  on  the  check  stub  when  they 
occur. 
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Withholding  Taxes 

Any  unemployment  benefits  you  receive  are  fully  taxable  by  the  federal  government  if 
you  are  required  to  file  a  tax  return.  You  may  choose  to  have  federal  tax  withheld  when 
benefits  are  paid.  You  make  the  choice  when  you  file  your  initial  claim  or  at  any  time 
during  your  claim.  If  you  choose  to  have  the  taxes  withheld  from  your  unemployment 
benefits,  we  will  send  you  a  Form  W-4V  to  complete  and  return  to  us. 

You  may  change  your  federal  tax  withholding  status  up  to  three  times  during  a  benefit 
year.  The  federal  tax  withheld  will  be  withheld  at  a  rate  of  10%  of  the  amount  you  would 
have  received  and  is  immediately  sent  to  the  Internal  Revenue  Service  (IRS).  If  you  are 
overpaid  benefits,  you  are  responsible  for  repaying  the  entire  amount  of  benefits  to 
the  Unemployment  Insurance  program,  including  any  taxes  that  were  sent  to  the 
IRS.  If  this  happens,  you  will  recover  the  overpaid  taxes  from  the  IRS  when  you  file 
your  federal  tax  return. 

We  will  send  you  an  IRS  Form  1099-G,  by  the  end  of  January,  which  shows  unemploy- 
ment benefits  paid  to  you  and  any  taxes  withheld  in  the  previous  tax  year.  The  IRS  will 
receive  the  same  information.  If  you  have  not  received  your  1 099-G  by  February  1 ,  call 
the  Montana  Telephone  Center  for  your  area.  We  send  the  1099-G  to  the  most  recent 
address  we  have  available.  If  you  have  moved,  please  notify  the  Telephone  Center. 
Sufficient  information  will  be  furnished  to  meet  your  federal,  state  and  personal  income 
tax  needs.  Benefits  paid  on  Interstate  claims  will  be  reported  by  the  paying  state.  If  you 
were  overpaid  benefits,  see  page  25. 

Child  Support  Deduction 

If  t^e  department  receives  a  "withhold"  order  from  a  child  support  enforcement  agency, 
we  must  withhold  money  from  your  benefit  check  to  satisfy  the  obligation.  The  withheld 
fiinds  are  sent  to  the  child  support  enforcement  agency  for  distribution.  If  you  disagree 
with  the  amount  or  feel  the  order  is  incorrect  in  any  way,  contact  the  child  support 
agency  at  1-800-346-5437.  Only  the  child  support  agency  can  change  or  stop  the 
deduction.  If  you  are  overpaid  benefits,  you  are  responsible  for  repaying  the  entire 
amount  of  benefits  to  the  Unemployment  Insurance  program,  including  any  amount  sent 
to  the  child  support  enforcement  agency. 

Benefit  Offset 

When  a  benefit  overpayment  has  occurred  (see  page  25),  one  method  for  you  to  repay  the 
amount  is  to  have  it  deducted  from  fliture  benefits.  When  this  occurs,  you  will  have 
heard  from  the  Unemployment  Insurance  Program  concerning  the  overpayment  and  that 
it  needs  to  be  repaid.  On  rare  occasions,  we  will  offset  benefits  on  behalf  of  another  state. 
In  cases  where  fraud  exists,  the  penalty  assessed  and  the  interest  can  not  be  deducted 
from  your  benefits  and  must  be  paid  directly  by  you. 

Other  Deductions 

If  you  have  a  deduction  that  you  do  not  understand,  call  the  Telephone  Center  for  your 

area  for  an  explanation. 
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REOPENING  A  CLOSED  CLAIM 

Why  Does  A  Claim  Close? 

Any  of  the  following  reasons  will  close  your  claim: 

You  worked  40  hours  or  more  for  two  weeks  in  a  row;  or 

You  earned  twice  your  weekly  benefit  amount  for  two  weeks  in  a  row;  or 

•  You  didn't  file  your  biweekly  claim  for  benefits  for  two  weeks  in  a  row;  or 

You  answered  "No"  to  the  biweekly  claim  question  "Do  you  wish  to  file  for  week 

ending. . ."  two  weeks  in  a  row;  or 

Any  combination  of  the  above  for  two  weeks  in  a  row. 

It  is  your  responsibility  to  file  your  biweekly  claim  for  benefits  according  to  the  schedule 
that  is  set  each  time  you  open  or  reopen  claim.  If  you  don't  follow  the  schedule,  your 
benefits  may  be  delayed  or  denied,  and/or  your  claim  closed. 

How  To  Reopen  The  Claim 

If  your  claim  has  closed  during  your  benefit  year  for  one  of  the  reasons  stated  above  or 
for  any  other  reason,  you  can  reopen  the  claim  by: 

•  Contacting  the  Montana  Telephone  Center  for  your  area  (see  inside  fi-ont  cover).  Do 
not  call  the  IVR  to  reopen  your  claim. 

Remember  to  reopen  your  claim  during  the  week  you  want  to  start  receiving  benefits. 


CHANGES  IN  CIRCUMSTANCES 

You  must  report  any  changes  immediately  to  the  Montana  Telephone  Center  for  your 
area.  Below  is  a  partial  list  of  examples  of  changes  in  circumstances  that  could  occur. 

Change  in  Address 

If  you  change  your  address  at  any  time  while  claiming  benefits,  you  must: 

Report  that  change  by  calling  the  Telephone  Center  immediately.  Filing  a  forward- 
ing address  with  the  Postal  Service  is  not  sufficient;  your  unemployment  insurance 
checks  or  other  claim  information  will  not  be  forwarded  by  the  Postal  Service;  and 

•  Register  for  work  with  the  Job  Service  nearest  your  new  address. 

Change  in  Personal  Circumstances 

•  Your  union-attached  status  changes. 
Your  job-attached  status  changes. 

Your  hours  or  curriculum  for  approved  schooling  changes. 
If  you  quit  or  are  fired  from  a  job 
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•      You  begin  or  stop  attending  school  or  training. 
You  are  ill,  injured  or  unable  to  work. 
You  signed  a  contract  with  an  educational  institution. 

You  Received  or  Will  Receive  Other  Payments,  or  the  Amount  You  Receive  Changed 

You  received  or  will  receive  severance  pay  or  termination  allowance. 
You  received  or  will  receive  back  pay  or  picket-duty  pay. 
You  received  or  will  receive  vacation  or  sick  pay  from  a  previous  employer. 
You  received  or  will  receive  a  bonus. 

You  applied  for  or  are  receiving  pension  or  retirement  payments,  or  you  have  a 
change  in  the  amount  of  pension  or  retirement  you  receive. 
You  applied  for  or  are  receiving  Workers'  Compensation  or  other  disability  pay- 
ments including  Social  Security  Disability. 

You  Weren't  Able  to  Work.  Available  for  Work  or  Seeking  Full-Time  Work 

You  weren't  looking  for  work. 

You  don't  have  reliable  transportation. 

You  were  attempting  to  start  a  business  or  other  self-employment  venture. 

You  were  attending  school. 

You  were  ill,  injured  or  unable  to  work. 

You  have  a  physical  disability  which  may  affect  the  type  or  amount  of  work  you  can 

perform. 

You  have  dependents  who  need  your  care. 

You  refused  an  offer  of  work  or  a  referral  to  a  job. 

You  took  sick  or  vacation  leave  or  leave  without  pay  for  sick  or  vacation  days. 

You  Want  to  Reopen  Your  Claim  (See  reopening  a  closed  claim  -  page  24) 


OVERPAYMENTS  OF  BENEFITS 

Sometimes,  benefits  are  paid  to  a  person  that  is  later  determined  not  to  be  eligible  to 
receive  them.  This  is  called  an  overpayment. 

If  you  are  overpaid  benefits,  the  Unemployment  Insurance  (UI)  Program  will  notify  you. 
There  are  many  reasons  for  overpayments.  It  is  possible  for  you  to  be  determined 
ineligible  for  one  or  more  weeks  that  a  payment  was  made  to  you,  if: 

You  did  not  report  all  of  the  money  you  earned  for  a  week  you  received  benefits. 
You  were  not  able  to  work  or  available  for  work  for  the  week  paid. 

•  You  were  not  actively  seeking  full-time  work  in  the  week  paid. 

•  A  redetermination  or  appeals  decision  results  in  you  being  determined  ineligible  for 
a  week  paid. 

Your  base  period  wages  were  changed  and  you  were  eligible  to  receive  less  in  UI 
benefits. 
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•  You  did  not  report  a  separation  from  employment. 

•  You  opted  to  cancel/withdraw  your  Montana  claim  to  go  with  another  state  and  had 
received  benefits  on  your  Montana  claim. 

•  You  received  a  pension,  vacation  pay,  other  pay  (Workers  Compensation,  SSI,  etc.) 
"br  a  backpay  award  that  reduced  your  weekly  benefit  amount  or  made  you  ineligible 
to  receive  UI  benefits. 

If  you  are  overpaid  benefits,  you  will  be  required  to  repay  them.  If  this  is  necessary,  you 
can  pay  this  amount  back  by  mailing  the  money  directly  to  the  UI  Program.  If  you  have 
an  open  claim  or  will  soon  open  one,  the  overpaid  benefits  can  be  withheld  from  future 
benefit  payments.  Contact  the  Montana  Telephone  Center  for  your  area  for  more  infor- 
mation. In  some  cases,  repayment  can  be  waived.  Benefits  fraudulently  received  cannot 
be  waived.  Contact  the  Overpayment  Unit  in  the  Benefits  Bureau  at  (406)  444-3783  for 
more  information  about  Overpayment  Waivers. 

If  you  received  an  overpayment  of  unemployment  benefits,  see  IRS  Publication  525, 
Taxable  and  Nontaxable  Income,  or  the  instructions  for  Form  1040.  Contact  the  IRS  if 
you  have  any  questions  or  call  1-800-424-1040.  If  you  do  repay  any  benefits,  keep  a 
record  of  the  amounts  you  repaid  and  the  dates  they  were  sent.  If  the  amount  on  the  IRS 
Form  1099-G  does  not  agree  with  your  records,  contact  the  Telephone  Center  for 
assistance. 


QUALITY  CONTROL  AND  FRAUD 

BENEFITS  ACCURACY  MEASUREMENT... 
A  Quality  Control  Program 

This  program  randomly  selects  people  who  have  filed  for  benefits,  and  does  a  complete 
audit  on  their  claim.  If  you  are  selected,  you  will  be  required  to  verify  any  wages  you 
have  earned  and  work  search  contacts  you  have  made.  It  is  important  you  keep  written 
records  of  any  work  you  have  performed  and  all  of  the  employers  you  have  contacted  for 
work  and  dates  of  the  contact.  If  selected,  you  will  be  required  to  complete  an  Unem- 
ployment Insurance  Questionnaire  and  sign  an  Authorization  to  Release  Information 
Statement.  If  you  fail  to  respond  to  information  requests  in  a  timely  manner  or  if  you 
refuse  to  cooperate  you  will  be  denied  benefits. 

If  you  are  selected  for  an  audit,  it  does  not  mean  we  suspect  you  have  done  something 
wrong.  The  federal  government  requires  the  Unemployment  Insurance  Division  to 
perform  this  function  to  help  locate,  correct,  and  reduce  errors  in  the  Montana  Unem- 
ployment Insurance  Program.  The  results  are  used  to  improve  the  program. 
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FRAUD 

Failure  to  report  or  falsely  reporting  information  that  affects  your  eligibility  for  unem- 
ployment benefits  may  be  an  act  of  fraud.  If  you  withhold  information  or  lie  to  obtain  or 
increase  your  benefits: 

You  may  be  disqualified  for  up  to  52  eligible  weeks; 

You  may  be  tried  in  a  criminal  court  ($500  or  more  is  considered  "felony  theft")  and 

if  you  are  found  guilty: 

>  You  can  be  fined  not  less  than  $50  or  more  than  $500;  or 

>  Imprisoned  for  not  less  than  3  days  or  more  than  30  days  in  county  jail;  or 

>  Fined  and  imprisoned. 

•  You  must  repay  any  benefits  you  received  as  a  result  of  failing  to  report  the  facts  or 
lying; 

•  You  must  pay  a  penalty  of  up  to  100%  of  the  amount  you  fraudulently  claimed. 


WORKER  PROFILING  AND 
REEMPLOYMENT  SERVICES  PROGRAM 

The  Worker  Profiling  and  Reemployment  Services  Program  identifies  people  who  are 
likely  to  exhaust  their  regular  UI  claim  and  may  benefit  from  reemployment  services. 
The  Job  Service  office  is  the  primary  provider  of  reemployment  services.  This  program 
begins  with  an  orientation  to  explain  the  various  services  offered.  The  Job  Service  staff 
will  work  with  you  to  establish  a  reemployment  plan  that  meets  your  individual  needs. 

Worker  Profiling  is  required  by  the  federal  government.  If  you  are  selected  for  this 
program,  you  will  be  notified  by  mail.  Failure  to  participate  may  result  in  a  denial  or 
delay  of  unemployment  insurance  benefits.  If  you  have  returned  to  work,  contact  the  Job 
Service  to  tell  them  why  you  will  not  be  reporting  for  the  Profiling  appointment. 


TYPES  OF  CLAIMS 

There  is  more  than  one  type  of  unemployment  insurance  claim.  The  staff  at  the  Tele- 
phone Center  will  assist  you  in  determining  the  type  of  claim  for  you  to  file. 

"Regular"  Montana  Unemployment  Insurance  Claim 

You  will  file  this  type  of  claim  if  all  of  the  wages  used  to  determine  your  monetary 
eligibility  for  benefits  were  earned  in  Montana.  See  page  4  for  an  explanation  of  mon- 
etary eligibility. 

Interstate  Claims 
An  interstate  claim  is: 

A  claim  that  is  being  paid  by  Montana  even  though  you  are  residing  in  another  state. 

If  you  file  a  claim  in  Montana  and  then  move  out  of  state,  or  if  you  move  out  of 
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Montana  and  then  want  to  file  for  benefits  based  upon  your  Montana  employment, 
contact  the  Montana  Telephone  Center  at  (406)  247-1000. 
OR 

A  claim  that  is  being  paid  by  another  state  even  though  you  are  residing  in  Montana. 
There  are  some  states  that  have  their  own  telephone  centers  that  will  take  care  of 
these  claims.  Contact  the  Montana  Telephone  Center  for  your  area  for  assistance. 

Montana  Combined  Wage  Claim  (CWC) 

If  you  worked  m  more  than  one  state,  you  can  combine  your  wages  from  all  the  states 
into  a  single  or  "combmed  wage"  claim.  The  wages  you  earned  in  other  states  are 
combined  to  give  you  the  maximum  amount  of  benefits  possible.  You  will  need  the 
complete  current  addresses  of  all  your  employers  in  the  last  18  months.  You  may  receive 
a  Monetary  Determination  that  states  "wages  pending".  This  means  we  have  asked  the 
other  states  to  transfer  your  wages  to  Montana.  A  revised  Monetary  Determination  will 
be  sent  to  you  when  that  information  is  received. 

Unemployment  Compensation  for  Federal  Employees  (UCFE) 

If  you  worked  for  the  federal  government  in  the  last  18  months,  wages  you  earned  while 
employed  by  the  federal  government  may  be  used  on  your  claim.  Call  the  Telephone 
Center  for  your  area  for  more  information.  You  may  receive  a  Monetary  Determination 
that  states  "wages  pending".  This  means  we  have  asked  your  employer  to  provide 
information  about  your  earnings.  A  revised  Monetary  Determination  will  be  sent  to  you 
when  that  information  is  received. 

Unemployment  Compensation  for  Ex-Military  Employee  (UCX) 
If  you  served  in  the  Armed  Forces  in  the  last  18  months,  for  90  or  more  consecutive 
days,  you  will  be  asked  to  submit  a  legible  copy  of  your  Military  Discharge  form,  DD214 
Member  4,  to  get  your  military  wages  added  to  your  claim.  If  you  do  not  have  that  form, 
continue  filing  your  biweekly  claims  for  benefits  and  send  in  the  DD214  Member  4  as 
soon  as  possible.  You  may  receive  a  Monetary  Determination  that  states  "wages  pend- 
ing". This  means  we  are  waiting  to  receive  your  DD214.  A  revised  Monetary  Determina- 
tion will  be  sent  to  you  when  that  information  is  received. 

Trade  Adjustment  Assistance  (TAA)  and 
North  American  Free  Trade  Agreement  (NAFTA) 

TAA  and  NAFTA-TAA  are  special  programs  created  by  the  federal  government  to 
retrain  workers  who  were  either  laid  off  due  to  increased  imports  or  whose  employment 
was  moved  to  Canada  or  Mexico.  Trade  Readjustment  Allowance  (TRA)  benefits  may 
be  payable  to  eligible  workers  following  exhaustion  of  their  unemployment  insurance 
benefits,  if  they  are  participating  in,  or  have  completed  a  TAA  training  program.  Work- 
ers may  also  be  eligible  for  training,  a  job  search  allowance,  a  relocation  allowance  and 
other  reemployment  services.  Contact  the  Telephone  Center  for  your  area  or  a  Job 
Service  office  for  additional  information  regarding  these  programs. 

Disaster  Unemployment  Assistance  (DUA) 

Disaster  Unemployment  Assistance  benefits  may  be  payable  to  eligible  workers,  unem- 
ployed because  of  the  disaster,  if  the  disaster  has  been  "declared"  by  the  President  of  the 
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United  States.  If  you  are  eligible  for  other  unemployment  insurance  benefits,  you  must 
first  exhaust  those  benefits,  before  filing  for  the  DUA  benefits. 

Extended  Benefits  (EB) 

If  an  extended  benefit  period  has  been  declared  statewide,  benefits  may  be  paid  to 
eligible  workers  after  their  regular  Unemployment  Insurance  benefits  are  exhausted.  It  is 
rare  for  these  extended  benefit  periods  to  be  declared.  You  will  be  notified  if  these 
benefits  become  available. 


COMMONLY  USED  FORMS 

At  the  beginning  of  your  claim  and  sometimes  during  the  benefit  year,  you  will  be  sent 
information  or  forms  that  relate  to  your  claim.  It  is  your  responsibility  to  complete,  sign, 
and  return  forms  as  instructed  within  the  time  period  specified  on  each  form.  Answer  all 
questions  completely  and  correctly  to  the  best  of  your  knowledge.    Failure  to 
complete  some  forms  and  return  them  within  the  specified  time  period  may  delay 
payment  and  could  result  in  your  claim  being  denied. 

Benefits  Rights  and  Information  (BRI)  -  The  handbook  you  are  reading  contains 
information  regarding  many  aspects  of  your  claim  including  instructions  on  filing 
your  biweekly  claim  for  benefits.  You  are  responsible  for  reading  and  understanding 
the  information  in  this  handbook. 

Work  Search  Classification  and  Claim  Information  -  This  form  must  be  completed, 
signed,  and  returned  within  10  days  of  mailing.  It  contains  the  following  information: 

A)  Work  Search  Requirements 

•  You  are  required  by  law  to  search  for  employment  while  receiving  unem- 
ployment benefits,  unless  you  are  "job  attached"  or  "union  attached". 

•  If  you  indicate  that  you  are  job  attached  or  union  attached,  we  may  verify 
this  with  your  employer  or  union.  If  the  information  you  provide  is  false,  it 
may  result  in  a  delay  or  loss  of  benefits.  In  addition,  claims  are  randomly 
audited  to  verify  the  information. 

B)  Citizenship 

•  If  you  are  not  a  U.S.  citizen,  you  must  give  your  alien  registration  number 
and  attach  a  photocopy  of  both  sides  of  your  Alien  Registration  Card. 

C)  Certification  of  Understanding 

This  signature  area  confirms  that  you  are  applying  for  unemployment 
insurance  benefits,  and  that  you  understand  and  will  follow  all  the  require- 
ments while  receiving  benefits. 
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Monetary  Determination.  Carefully  review  this  form.  It  is  a  statement  of  wages  that 
we  have  in  our  records  for  the  period  indicated.  Your  Maximum  Benefit  Amount  and 
Weekly  Benefit  Amount  is  are  based  on  the  wages  reported,  so  it  needs  to  be  accurate. 
If  any  of  the  information  on  the  Monetary  Determination  is  incorrect,  contact  the 
Montana  Telephone  Center  for  your  area.  See  page  5  for  further  details. 

Notice  of  Determination.  This  form  informs  you  that  a  decision  has  been  made 
regarding  your  eligibility  for  benefits.  See  page  8  for  further  details. 

W-4V  -  Voluntary  Withholding  Request.  This  form  is  sent  based  upon  your  request 
and  is  necessary  in  order  for  federal  income  tax  to  be  withheld  from  your  benefit 
payment.  See  page  23  for  further  explanation. 


EQUAL  OPPORTUNITY 

This  agency  is  prohibited  from  discriminating  on  the  basis  of  race,  color,  religion,  sex. 
national  origin,  age,  disability,  political  affiliation  or  belief;  and  against  any  beneficiary 
of  programs  financially  assisted  under  Unemployment  Insurance/Title  I  of  the  Workforce 
Investment  Act  of  1998  (WIA),  on  the  basis  of  the  beneficiary's  citizenship/status  as  a 
lawfully  admitted  immigrant  authorized  to  work  in  the  United  States,  or  his  or  her 
participation  in  any  Unemployment  Insurance/Title  I  financially  assisted  program  or 
activity. 

The  recipient  must  not  discriminate  in  any  of  the  following  areas: 

-Deciding  who  will  be  admitted,  or  have  access,  to  any  Unemployment 
Insurance  or  WIA  Title  I  financially  assisted  program  or  activity; 
-Providing  opportunities  in,  or  treating  any  person  with  regard  to,  such  a 
program  or  activity;  or 

-Making  employment  decisions  in  the  administration  of,  or  in  connection  with, 
such  a  program  or  activity. 

UI/ADA  Officer 

Department  of  Labor  and  Industry 

P.O.  Box  8020 

Helena,  MT  59604-8020 

Phone:  (406)  444-261 1  or  (406)  444-4534 

TDD/TYY:  (406)  444-0532 

OR  YOU  MAY  CONTACT  THE  CIVIL  RIGHTS  CENTER  BY  WRITING 

The  Director,  Civil  Rights  Center  (CRC),  U.S.  Department  of  Labor,  200 
Constitution  Ave  NW,  Room  N-4 1 23,  Washington,  D.C.  202 1 0 

If  you  file  your  complaint  with  the  state,  you  must  wait  either  until  a  Written  Notice  of 
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Final  Action  is  issued,  or  until  90  days  have  passed  (whichever  is  sooner),  before  filing 
with  the  Civil  Rights  Center  (see  address  on  previous  page). 

If  you  do  not  receive  a  written  Notice  of  Final  Action  within  90  days  of  the  day  on  which 
you  filed  your  complaint,  you  do  not  have  to  wait  for  that  Notice  before  filing  a  com- 
plaint with  the  CRC.  However,  you  must  file  your  CRC  complaint  within  30  days  of  the 
90-day  deadline  (in  other  words,  within  120  days  after  the  day  on  which  you  filed  your 
complaint  with  the  recipient). 

If  you  receive  a  written  Notice  of  Final  Action  on  your  complain,  but  you  are  dissatisfied 
with  the  decision  or  resolution,  you  may  file  a  complaint  with  the  CRC.  You  must  file 
your  CRC  complaint  within  30  days  of  the  date  on  which  you  received  the  Notice  of 
Final  Action. 

PRIVACY  OF  INFORMATION 

The  Unemployment  Insurance  Program  asks  for  your  social  security  number  by  the 
authority  of  the  Social  Security  Act  (42  U.S.C.  405(c)(2)(C)(i)).  You  must  provide  your 
social  security  number  to  file  an  unemployment  insurance  claim.  You  must  put  your 
name  and  social  security  number  on  all  forms  you  submit  concerning  your  claim. 

The  Privacy  Act  of  1974  does  not  allow  us  to  give  information  about  your  claim  to 
anyone  (including  family  members)  other  than  yourself  or  your  employer  unless  you  give 
us  written  authorization  to  discuss  your  claim  with  another  person. 

We  use  your  social  security  number  to  verify  your  identity,  to  process  your  claim,  to 
check  your  eligibility,  and  for  statistical  purposes.  Previous  employers,  other  state  or 
local  government  agencies,  including  the  university  system,  may  release  to  the  Depart- 
ment of  Labor  and  Industry  any  information,  including  your  social  security  number, 
required  for  the  proper  administration  of  your  claim  for  benefits.  We  also  use  your  social 
security  number  to  report  the  amount  of  unemployment  insurance  benefits  you  receive  to 
the  Internal  Revenue  Service  as  taxable  income. 

Montana  law  39-51-603  permits  the  Department  of  Labor  and  Industry  to  share  certain 
information  with  other  public  agencies  to  help  them  determine  your  eligibility  for,  or 
amounts  of,  benefits  payable  under  their  programs. 
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RECORD  KEEPING/BIWEEKLY  CLAIMS 

It  is  impoilant  for  you  to  keep  a  record  of  the  biweekly  claims  you  file  using  the  IVR 
system.  Each  time  you  call  the  IVR  system,  record  the  date  you  filed,  the  week  ending 
date  of  the  claim  and  the  amount  and  source  (employer)  of  any  earnings  you  reported. 
When  you  receive  your  payment,  record  the  amount  of  the  check  and  the  date  you 
received  it.  For  easy  reference,  write  your  weekly  benefit  amount  (WBA)  and  maximum 
benefit  amount  (WBA)  in  the  spaces  provided. 


WBA  $ 


MBA  $ 


Biweekly  claim  information 

Check  Information 

Date 

Filed 

Week 
Ending  Date 

Earnings 
Reported 

Employer 
Name 

Amount 
of  Check 

Date 
Received 
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WORK  SEARCH  LOG 

Keep  a  record  of  your  job  contacts.  You  may  be  asked  to  produce  this  record  at  any  time 
up  to  3  years  after  filing  your  claim. 

EMPLOYER  CONTACTS 
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GLOSSARY 

Adjudication  -  The  process  of  making  a  determination  (decision)  on  an  issue  to  see  if 
benefits  can  be  paid.  Montana  Unemployment  Insurance  laws  and  rules  are  used  to  make 
these  decisions. 

Appeal  -  You  or  your  employer  can  appeal  a  redetermination  if  you  believe  it  is  contrary 
to  the  law  or  facts  or  if  you  have  new  information  that  could  affect  the  decision.  An 
appeal  must  be  filed  within  10  calendar  days  from  the  date  of  the  Notice  of  Determina- 
tion (see  page  10). 

Base  Period  -  The  base  period  is  the  first  four  of  the  last  five  completed  calendar 
quarters  at  the  time  you  open  your  initial  claim  for  benefits.  Monetary  eligibility  is  based 
upon  how  much  you  earned  during  this  base  period. 

Benefit  Offset  -  When  a  benefit  overpayment  has  occurred,  one  method  for  you  to  repay 
the  amount  is  to  have  it  deducted  from  future  benefits. 

Biweekly  Claim  -  Montana  pays  benefits  biweekly.  This  means  you  call  and  file  for 
benefits  for  two  weeks  at  a  time. 

BWE  -  Benefit  Week  Ending  -  Each  benefit  week  begins  on  Sunday  and  ends  at  mid- 
night the  following  Saturday. 

BYB  -  Benefit  Year  Beginning  -  Your  benefit  year  starts  on  Sunday  of  the  week  you  call 
to  open  your  initial  claim. 

BYE  -  Benefit  Year  Ending  -  Your  benefit  year  last  52  or  53  weeks.  When  one  benefit 
year  ends,  you  must  call  the  Telephone  Center  for  your  area  to  start  an  entirely  new 
claim. 

Claim  Effective  Date  -  The  date  a  benefit  year  starts  and  is  always  a  Sunday  (same  as 
BYB). 

Claim  End  Date  -  The  last  day  of  the  claim  year  (see  BYE). 

CSR  -  Customer  Service  Representative  -  The  person  who  will  help  you  with  your  claim 
when  you  call  the  Telephone  Center  for  your  area. 

C  WC  -  Combined  Wage  Claim  -  A  claim  using  base  period  wages  from  two  or  more 
states  to  determine  monetary  eligibility  for  benefits  (see  page  28). 

Determination  -  A  decision  of  benefit  eligibility  based  on  legislated  eligibility  criteria 
(see  pages  4-9). 
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EB  -  Extended  Benefits  -  A  special  program  created  by  the  federal  government  that 
becomes  effective  when  certam  levels  of  high  unemployment  occur  and  last  for  at  least 
13  weeks.  It  allows  for  benefits  to  be  paid  beyond  the  normal  monetary  and  time  limits 
(see  page  29) 

Fact  Finding  -  The  process  of  gathering  information  (facts)  about  an  act  or  circumstance 
that  might  affect  eligibility  for  benefits. 

Full-time  Work  -  Work  that  generally  consists  of  40  hours  or  more  per  week. 

Gross  Misconduct  -  A  criminal  act,  other  than  a  violation  of  a  motor  vehicle  traffic  law, 
for  which  an  individual  has  been  convicted  in  a  criminal  court  or  to  which  the  individual 
has  admitted  guilt.  It  also  includes  conduct  that  demonstrates  a  flagrant  and  wanton 
disregard  of,  and  for,  the  rights  or  title  or  interest  of  a  fellow  employee  or  the  employer. 

IB  -  Interstate  [Benefit]  Claim  -  A  claim  filed  against  a  state  other  than  the  one  in 
which  the  claimant  is  living  (see  page  27). 

Initial  Claim  -  The  first  time  you  call  the  Telephone  Center  for  your  area  and  open  a 
claim  for  unemployment  insurance  benefits,  you  are  opening  an  initial  claim. 

Issue  (or  Eligibility  Issue)  -  Any  act  or  circumstance  that  is  potentially  disqualifying. 

IVR  -  Interactive  Voice  Response  -  An  automated  telephone  system  that  you  call  every 
two  weeks  which  asks  you  questions  for  each  week  and  records  your  answers  to  stated 
questions.  This  is  how  you  file  for  your  benefits.  The  IVR  system  provides  other 
services  also  (see  page  14). 

IWC  -  Insufficient  Wage  Credits  -  Term  used  to  define  a  claim  that  doesn't  have 
enough  wages  in  the  base  period  to  be  eligible.  Also  referred  to  as  "monetarily  ineli- 
gible" (see  page  4). 

Job  Attached  -  If  you  have  an  agreement  with  your  employer  of  returning  to  full-time 
work,  with  an  anticipated  date  of  return,  or  you  have  a  job  offer  for  full-time  work  with 
an  anticipated  start  date,  you  might  be  job  attached.  The  employer  must  agree  that  you 
are  job  attached. 

Maximum  Benefit  Amount  (MBA)  -  The  maximum  amount  of  benefits  you  can 
potentially  collect  during  your  benefit  year  year.  It  is  based  on  the  wages  you  earned  in 
your  base  period  (see  page  7). 

Misconduct  -  Deliberate  or  careless  disregard  of  your  employer's  or  another  employee's 
rights  or  interests.  If  it  is  shown  that  you  were  discharged  for  misconduct,  it  will 
disqualify  you  from  receiving  unemployment  insurance  benefits. 

Monetary  Determination  -  A  written  statement  that  tells  you  if  you  are  monetarily 
eligible,  how  much  you  are  eligible  to  receive,  your  benefit  year  start  and  end  dates,  and 
wages  reported  by  the  employers  you  worked  for  in  the  base  period  (see  page  5). 
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Monetary  Eligibility  -  Your  monetary  eligibility  is  based  on  the  wages  you  were  paid  in 
the  base  period  of  your  claim  (see  page  4). 

Non-monetary  Determination  -  A  decision  that  allows  or  denies  benefits  based  upon 
the  facts  obtained  on  your  reason  for  separation,  availability  for  work,  ability  to  work, 
etc.,  or  whether  or  not  you  responded  to  requests  from  the  Unemployment  Insurance 
Division  (see  page  8). 

Non-monetary  Eligibility  -  Based  upon  legislated  criteria  relative  to  your  reason  for 
separation,  availability  for  work,  ability  to  work,  etc.,  you  are  able  to  receive  benefits  as 
long  as  you  are  monetarily  eligible  (see  page  8). 

Overpayment  -  This  occurs  when  you  receive  more  benefits  than  you  are  entitled  to 
receive  (see  page  25). 

Partial  Benefits  -  You  may  be  eligible  to  receive  a  partial  or  lower  amount  of  weekly 
benefits  while  you  are  working  part-time  (see  page  20). 

PIN  -  Personal  Identification  Number  -  A  4-digit  number  you  select  that,  along  with 
your  Social  Security  Number,  identifies  you  to  the  IVR  system  when  you  call  in  to  claim 
for  your  biweekly  benefits  (see  page  13). 

Redetermination  -  You  or  your  employer  can  request  a  redetermination  if  either  of  you 
believe  a  determination  issued  is  contrary  to  the  law  or  facts,  or  if  you  have  new  informa- 
tion that  could  affect  the  decision  (see  page  9). 

Register  for  Work  -  Individuals  who  are  claiming  benefits  and  are  not  job  attached  or 
union  attached,  as  determined  by  our  agency,  are  required  to  register  at  the  Job  Service 
office  in  their  area  for  assistance,  and  to  make  regular  contact  with  that  Job  Service  office 
(seepage  11). 

TAA  -  Trade  Adjustment  Assistance  -  A  program  designed  to  assist  dislocated  workers 
who  have  lost  their  jobs  due  to  foreign  imports.  NAFTA-TAA  is  a  similar  program, 
designed  to  assist  those  who  have  lost  their  jobs  because  of  Canadian  or  Mexican 
imports,  or  the  relocation  of  their  employment  to  those  countries  (see  page  28). 

TRA  ~  Trade  Readjustment  Allowance  -  Eligible  workers  may  receive  these  benefits 
after  their  regular  unemployment  benefits  have  run  out.  Gnerally,  to  receive  these 
benefits,  individuals  must  be  participating  in  a  TAA  approved  training  program  (see  page 
28). 

Telephone  Center  -  One  of  the  two  locations,  Helena  or  Billings,  where  you  call  to 
open,  reopen,  or  receive  assistance  with  your  UI  claim.  See  map  and  information  inside 
the  front  cover  for  the  Telephone  Center  in  your  area. 
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UCFE  -  Unemployment  Compensation  for  Federal  Employees  (see  page  28). 

UCX  -  Unemployment  Compensation  for  Ex-Military  Employees  (see  page  28). 

UI  -  Unemployment  Insurance 

Union  Attached  -  An  active  union  member  who  gets  work  through  the  union  hiring  hall 
and  is  on  the  out  of  work  list.  If  you  are  union  attached,  you  must  be  available  for  work 
through  your  union  hall. 

Waiting  Week  -  The  first  eligible  week  you  claim  for  benefits.  You  will  not  be  paid  for 
this  week,  but  you  must  call  and  claim  for  the  week  in  order  to  receive  credit  for  it  as 
your  waiting  week  (see  page  8). 

WBA  -  Weekly  Benefit  Amount  -  The  maximum  amount  you  may  be  eligible  to  receive 
for  one  week  if  you  don't  have  any  reported  earnings  that  week  (see  page  7). 

Work  Search  -  You  are  required  to  make  a  minimum  of  one  work  search  contact  per 
week  and  keep  a  written  record  of  the  contact,  unless  you  are  job  attached  or  union 
attached  (see  page  12). 
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notes 


Who  Do  I  Call? 
Call  the  Telephone  Center  for  your  area  to: 

■     Ask  questions  about  unernployment  benefits  or  your 
claim 

Open  an  initial  UI  claim 
File  a  request  for  redetermination 
File  an  appeal 

Obtain  assistance  with  IVR  problems 
Reopen  your  UI  claim 


Call  the  Interactive  Voice  Response  (IVR)  System  to: 

•  File  your  biweekly  claim  —  page  1 3 

•  Inquire  about  your  benefit  check  —  page  22 

•  Inquire  about  IRS  form  1099-G  information  -  page  23 

•  Inquire  about  the  schedule  for  an  appeal  -  page  10 

•  Find  out  how  much  you  must  earn  after  a 
disqualification  to  requalify 

Telephone  Center  numbers  are  located 
on  inside  front  cover. 

The  IVR  number  is  on  page  14. 


50,000  copies  of  this  public  document  were  published  at  an  estimated 
cost  of  1 5e  per  copy,  for  a  total  cost  of  $7,500.00,  which  includes  $7,500.00 
for  printing  and  $0.00  for  distribution. 


